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PREFACE 


ABOUT  Trllo    Using  DECtype  shows  you  how  to  use  word  processing  on  your  computer  system. 
MANUAL    Read  this  manual  if  you  ve  never  used  DECtype  before. 


Each  of  the  12  lessons  in  this  book  tells  you  at  the  start  what  you'll  learn  The 
lessons  are  easy  to  read  and  full  of  examples  that  let  you  see  for  yourself  how 
DECtype  works.  Every  now  and  then  there  is  an  inset  (a  discussion  inside  a  box) 
that  goes  into  more  detail  about  how  DECtype  works.  You  can  skip  them  when  you 
read  this  book  for  the  first  time. 


The  12  lessons  are  divided  into  three  sections; 

•  The  first  two  lessons  teach  you  just  enough  to  type,  edit,  and  print  a 
document.  They  let  you  quickly  produce  rosults. 

•  Lessons  3  through  6  tell  you  everything  you  need  to  know  to  use  DECtype 
effectively  as  a  replacement  for  your  typewriter.  When  you  finish  with  them, 
you'll  have  a  basic  working  knowledge  of  DECtype. 

•  Lessons  7  through  12  show  you  how  DECtype  is  far  more  powerful  than  your 
typewriter.  After  you  read  them,  you'll  know  everything  there  is  to  know  about 
using  DECtype. 


If  you  have  used  DECtype  or  other  word  processors  before,  you  may  want  to  read 
the  DECtype  Reference  Manual  instead  of  Using  DECtype  It  presents  the  same 
information  that  this  manual  does,  but  at  a  faster  pace.  You  may  want  to  use  the 
DECtype  Reference  /Manual  or  the  DECtype  Quick  Reference  Guide  instead  of  this 
manual  to  answer  your  questions  after  you've  learned  DECtype 


You  will  notice  that  a  few  sections  of  this  manual  are  divided  like  this: 


CTS-300  USERS  ONLY 


RSX  OR  VAX/VMS  USERS 


You  should  read  the  column  whicn  pertains  to  your  computer  system  If  you  are 
working  with  CTS-300.  read  the  left-hand  column  If  you  are  working  with  RSX-1 1 M- 
Plus.  Micro/RSX.  or  VAX/VMS.  read  the  right-hand  column. 


XI 


TO  THE   Using  DECype  comes  with  demonstration  documents  on  the  distribution  medium 
DECtype   This  manual  uses  these  documents  to  show  users  how  to  use  DECtype 
MANAGER 


As  they  read  Using  DECtype,  users  will  change  the  contents  of  these  documents 
For  instance,  some  of  the  demonstration  documents  contain  errors  tor  the  user  to 
correct.  Therefore,  if  several  people  will  be  learning  DECtype.  you  should  make  a 
copy  of  the  demonstration  documents  for  each  person  You  will  find  instructions  for 
copying  the  demonstration  documents  in  Managing  and  Installing  DECtype 


NOTE 


The  keyboard  layout  included  m  your 
documentation  kit  represents  the  keyboard  as  it  is 
used  With  DECtype  Your  keyboard  may  differ  the 
keys  may  be  marked  with  gold  lettenng  which  does 
not  correspond  to  the  DECtype  functions 


REGARDLESS  OF  THE  GOLD  LETTERING  ON 
YOUR  KEYBOARD,  DECtype  responds  to  the  keys 
as  they  are  marked  on  the  keyboard  layout  included 
in  your  documentation: 
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OVERVIEW  FOR  NEW   USERS    i 


This  Chapter  introduces  you  to  DECtype  Read  this  chapter  if  you  have  never  worked 
vv/fA?  DECtype  before.  It  will  familiarize  you  with  the  equipment  you  will  use  to  run 
DECtype 


WHAT  TO     While  you're  using  DECtype.  your  computer  terminal  does  all  the  things  a  regular 
EXPECT     typewriter  does  —  and  more  When  you  start  using  DECtype,  you  will  notice  many 
differences 

You'll  see  your  document  on  a  screen. 

As  you  type  each  character  of  text,  it  will  come  up  on  the  screen  When  youre 
finished  with  a  document,  DECtype  saves  it  tor  you  You  can  either  print  it  or  store 
It  Later  you  can  get  the  same  document  for  display  on  your  screen  for  review  or  for 
changes. 

You  can  change  your  document  without  retyping  it. 

Making  corrections  or  changes  without  retvping  the  document  saves  you  time 
When  you  find  a  mistake,  press  a  few  keys  and  it's  corrected   When  you  want  to 
move  a  paragraph,  for  example,  a  few  key  strokes  make    that  easy   Adding  new 
text  is  easy,  you  simply  insert  it  where  its  needed 

You  type  frequently  used  text  only  once. 

DECtype  saves  frequently  used  words,  phrases,  paragraphs  or  form  letters  in  a 
special  library  Later  you  can  get  them  from  the  library  to  mseri  anywhere  in  a 
document. 


You  can  print  many  copies  at  one  time. 

No  more  carbons'  DECtype  will  print  as  many  copies  of  a  document  as  you  need 

You  interact  with  DECtype. 

DECtype  guides  you  at  all  times  If  takes  action  only  after  you  respond  to  its 
instructions  If  it  needs  more  information  or  doesn  t  understand  your  response,  it 
tells  you  so  and  instructs  you  once  again. 

You  can  t  break  DECtype. 

Should  you  make  typing  mistakes  or  press  wrong  keys,  you  won  t  hurt  DECtype 
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Your  documents  are  safe  and  secure. 

Your  documents  are  safely  stored,  yet  akvays  accessible  DECtype  stores  your 
documents  on  magnetic  storage  devices,  either  disKs  or  disKeites  It  you  riave 
confidential  documents,  only  you  can  see  them 

You  share  DECtype  with  others. 

In  some  cases,  more  than  one  user  can  use  DECtype  at  one  time  DECtype  i^eeps 
track  of  what  each  user  s  do<ng  keeping  each  user  s  work  separate  The  number 
of  users  is  only  limited  b>  the  size  of  your  computer  system 

BEFORE  Before  using  DECtype    you  should  see  the  DECtype  Manager    The  DECtype 

gJ^pjI^Q  Manager  is  the  person  responsible  for  turning  on  all  the  equipment  and  making 

SEE  THE  ^°^^  fei'^imal  ready  for  word  processing   If  you  need  help,  or  it  you  )ust  want  more 

nPPt  information  on  how  to  do  sometr^mg.  see  the  DECtype  Manager   Here  are  a  few  of 

UtCiype  ifyQ  things  the  DECtype  Manager  does  for  you 

MANAGER 

The  DECtype  Manager  tells  you  about  your  computer 
system. 

The  DECtype  Manager  tells  you  such  things  as  how  to  log  on  to  the  computer 
system,  how  to  access  DECtype  which  printers  to  use.  and  where  to  store  your 
documents 

The  DECtype  Manager  answers  any  questions  you 
have  about  the  system. 

The  DECt/pe  Manage--  helps  solve  problems  you  may  have  while  domg  word 

processing  If  you  have  prob'ems  or  just  need  more  mformatio,,  see  your  DECtype 
Manager 

THE    '''^e^e  are  several  components  necessary  to  DECtype    Some  of  them  may  be  m 
COMPO-    ^^^^  ^^'^  ^^^^   ^^"®  ^^®  '®^*  ^^^  ^^  elsewhere   The  components  that  you  will  be 
NFISJT^  nt    ^^'^'y  concerned  with  are  the  terminal  and  the  printers 


DECtype 


Your  terminal  has  two  parts,  a  keyboard  and  a  video  screen   (See  Figure  1-1  ) 


1-2        Oven/iew  for  New  Users 


Figure  1-1    VT-100-W  Word  Processing  Terminal 


VIDEO  SCREEN  The  video  screen  displays  a  variety  of  information  for  you    First,  it  displays  the 

"Mam  Menu  '  which  lists  the  options  you  may  select.  Then  it  displays  specific 
instructions  and  asks  you  questions  And,  of  course,  it  displays  the  text  you  type 

KEYBOARD  You'll  notice  that  the  keyboard  has  two  clusters  of  keys  a  large  one  on  the  left-hand 
side  and  a  smaller  one  on  the  right-hand  side.  The  "mam  keyboard."  on  the  left- 
hand  side.  IS  like  an  ordinary  typewriter  keyboard  with  a  few  extra  keys  and  words 
written  on  the  sides  of  the  keys  Basically  you  use  the  mam  keyboard  for  typing  and 
formatting  text. 

The  "mini-keyboard."  on  the  right-hand  side,  has  colored  keys  which  let  you 
change  text  and  move  around  m  the  text  In  addition,  the  "Gold  key"  is  used  with 
both  keyboards  to  do  word  p'^ocessmg  Using  DECtype  describes  all  the  keys  on  the 
keyboards  and  their  functions. 
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PRINTERS  You  may  be  using  one  or  two  kinds  of  printers.  The  letter  Quality  printer  gives  you 
formal,  typewriter-quality  print,  and  the  draft  printer  gives  ycu  rough-draft  quality 
print.  The  draft  printer,  however,  produces  copy  at  a  much  faster  rate  than  the  letter 
quality  printer. 


It  is  recommended  that  you  use  the  draft  printer  for  all  preliminary  copies  of  a 
document  and  the  letter  quality  printer  for  final  document  copy  Figure  1-2  shows 
one  type  of  letter  quality  printer  and  one  type  of  draft  printer.  Your  printers  may  or 
may  not  look  like  these  two.  Ask  your  DECtype  Manager  what  type  of  printer  you 
will  be  using.  You  can  learn  how  to  use  the  printers  from  the  manuals  sent  with 
them. 


^ 


Figure  1-2    Printers 


GETTING  "T^^©  DECtype  Manager  is  responsible  for  getting  your  equipment  ready  for  word 

ONTO  Pf'ocessing.   Exactly  what  you  will  see  on  your  screen  depends  on  how  your 

DFCtvnp  Manager  sets  up  your  terminal   Ask  your  Manager  how  you  get  onto  DECtype  on 

^^  your  terminal. 


NOTE 


To  begin  using  DECtype.  you  will  use  the  main 
keyboard  of  your  terminal  just  like  a  typewriter  For 
now.  ignore  all  of  tt^e  unfamiliar  keys. 
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If  you  press  an  incorrect  key.  don't  worry.  Just  press  the  RUB  CHAR  OUT  key  on 
the  main  keyboard  to  erase  the  character.  You  will  learn  more  about  this  key  later. 


RSX  OR  VAX/VMS  USERS 

Following  your  DECtype  Manager's 
instructions,  enter  the  command  to 
run  DECtype. 
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You  will  see  the  following  on  your 
screen: 

To  gain  access  to  the  system,  type  your 
User  Name  and  then  press  RETURN. 

This  display  directs  you  to  type  your 
User  Name,  then  press  the  RETURN 
key.  Your  DECtype  Manager  will  tell 
you  what  User  Name  to  use.  Type 
that  name  and  press  the  RETURN 
key. 

If  your  Manager  has  given  you  a 
password,  next  you  will  see; 

Please  type  your  password  and  press 
RETURN. 

Type  the  password  that  your 
DECtype  Manager  gave  you,  then 
press  the  RETURN  key  As  you  type, 
you'll  notice  the  characters  io  not 
appear  on  the  screen!  Your  password 
IS  protected  to  g-ve  you  privacy 

Remember,  the  DECtype  Manager 
authorizes  you  to  use  DECtype  No 
one  knows  your  User  Name  and 
password  except  you  and  the 
Manager  Keep  them  contideniial  as 
a  protection  for  your  work. 

The  DECtype  Mam  Menu  should  now  appear  on  your  screen  You  are  now  ready  to 
use  DECtype. 

THE    Notice  the  blinking  box  or  underline  on  your  screen    It  moves  to  the  right  as  you 
CURSOR    type.  This  is  called  the  cursor  The  cursor  shows  you  where  DECtype  will  place  the 
next  character  you  type  You  can  learn  more  about  the  cursor  by  reading  the  inset 
in  Lesson  3. 
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,      NOTE 

There  are  several  keys  or)  your  keyboard  that  you  will  not 
use  with  DECtype  Two  of  these  are  NO  SCROLL  and 
SET-UP 

if  you  press  the  NO  SCROLL  key  the  display  will  lock  up 
and  remain  unchanged  Be  careful.  The  rest  of  the 
system  may  stil!  react  to  any  other  key  that  you  press, 
even  though  yOu  can't  see  it  on  your  screen  Just  press 
the  NO  SCROLL  key  again  to  return  the  screen  to  normal 
'jperation. 

If  you  press  the  SET-UP  key,  your  screen  wilt  display 
boxes  and  numbers  that  will  be  unfamiliar  to  you  Just 
press  SET  UP  again  to  return  the  screen  to  normal  If  you 
accidentally  press  any  other  key  after  pressing  SET-UP, 
see  your  DECtype  Manager  before  continuing 
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TNs  lesson  gtves  you  a  brief  overview  of  the  various  DECtype  displays  and  quickly 
takes  you  tnrough  the  cycle  of  creating,  editing,  and  printing  a  document  f^ost  of  the 
information  in  this  lesson  is  covered  in  more  detail  m  later  lessons 


MAIN  MENU    If  you  followed  the  instructions  in  Chapter  1.  you  should  now  see  the  f^am  Menu  on 

your  screen   (See  Figure  2-1.) 


MakiMMM  OECtyp«VX.X 

€  •  CrMto  ■  nwm  Itttor  or  docunwnt 

I  -  EdH  an  cxMIng  kmt  or  documont 

0  «  Doloto  •  tfoeumoftt 

P  m  Print  •  Itttor  or  docwAiont 

1  >  Indox  of  lotlor*  and  dccumontt  on  fMo 
•  -  Stop  prtntor  —  Ououfi  status  Monu 

W  m  FintolMid  uaing  the  ayatom 

ei  «  Cogy  indox  into  a  documont 

LP  -  Uat  Procoaaing  pacimga 

DK  -  Daflna  uaar  kaya 

AO  -  Abbraviatlon  documant  ia:  ABBRV 

10  «  LttKary  documant  la:  LIBRY 


10»FEB-t1  Tuaaday  13:20:01 


Entar  tlia  command  and  praaa  RETURN. 

Figure  2  1    The  Mam  Menu. 


The  Mam  Menu  appears  on  your  screen  when  DECtype  is  waiting  for  a  command 
DECtype  returns  to  the  Mam  Menu  whenever  it  has  completed  a  command 


In  the  upper  left-hand  corner,  DECtype  tells  you  that  you're  lookmg  at  the  Mam 
Menu  In  the  upper  right-hand  corner,  you  see  the  date  and  time,  expressed  in  24 
hour  format. 


The  Mam  Menu  shows  you  the  options  available  on  DECtype  For  instance,  one  of 
the  lines  says 


C  3=  Cr«8te  a  new  tetter  or  document 


This  tells  you  that  you  can  create  a  document  on  DECtype  by  typing  the  letter  C, 
followed  by  some  necessary  information  that  you  will  learn  about  m  this  lesson 


^f 


There  are  three  other  menus  of  DECtype  options,  the  Editor  Menu,  thf  Prmt  Menu 
and  the  Stop  Print  Menu  They  are  discussed  later  m  this  lesson  and  m  Lessons  4 
and  5 


THE     '^^^  DECtype  keyboard  is  Similar  to  a  typewriter  keyboard    The  two  obvious 
KEYBOARD     ^'^^^''^"^^s  are  tne  colorful  mini-keyboard  at  your  right   and  the  gold  lettering  on  the 

fronts  of  some  keys   There  are  a  few  differences  that  aren  t  so  obvious: 

'  Where  you  d  expect  a  SHIFT  LOCK  key,  DECtype  instead  has  a  CAPS  LOCK 
key  When  you  press  this  key  it  locks  m  place  When  you  press  it  again  it  pops 
back  to  normal  (Try  it  )  CAPS  LOCK  affects  only  the  26  letter  keys  When 
CAPS  LOCK  IS  pressed  every  letter  you  type  will  be  a  capita!  letter  But  you 
can  still  type  numpers  For  instance,  CAPS  LOCK  doesn  t  turn  4  into  $  '. 
The  only  way  to  type    $'   is  to  hold  down  one  of  the  SHIFT  keys 

You  may  be  used  to  typing     I"  (lowercase-Li  for  the  number  i    On  DECtype 
these  are  two  separate  characters  When  you  have  to  type  something  exactly 
you  can  t  substitute  one  ♦or  the  other   In  the  same  way   the  letter    O    and  the 
number  zero  (0)  are  not  the  same. 


TALKING  ABOUT    This  manual  uses  precise  language  to  tell  you  what  to  type   i:  uses  the  word  press 
KEYSTROKES    to  refer  to  special  keys  on  the  keyboard   But  the  word  type  means  to  just  type  the 

text.  Here  s  how  it  works: 


If  the  manual  talis  you  to  type  RETURN,  you  make  six 
keystrokes 


HBDEDHH 


If  the  manual  teits  you  to  press  RFJURN.  you  make  only 
one  keystroke 


c 


»»fTU«W« 


) 


If  you  see  quotes  around  a  word,  dont  type  the  quotes,  just  type  the  word  For 
example,  if  the  manua'  tells  you  to  type  RETURN  ,  just  type  RETURN  (six 
keystrokes) 


This  manual  also  refers  to  the  Gold  key  m  a  special  way.  since  the  Gold  key  ts  used 
with  the  gold  letters  on  the  front  of  keys  It  teiis  you  what  to  type  by  using  the  letters 
on  the  front  of  the  key 
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If  the  manual  tells  you  to  press  Gold  MFNU.  you  press 
the  Gold  key,  let  it  up,  and  then  press  the  Key  that  has 
the  word  MENU  m  gold  on  its  front  iihe  M  keyi  You 
make  two  keystrokes 


O^ 


You  sometimes  toltovv  the  Gold  key  by  pressing  a  key  from  the  mmi  keytX5ard  on 
your  right  Mini-keytK)ard  keys  don  t  have  gold  lettering  on  the  front,  so  the  manual 
uses  the  lettering  on  the  top 


If  the  manual  tells  you  to  (.nvss  Gold  ADVANCt  \t\en 
press  the  Gold  Key.  lot  it  up,  and  then  press  the 
ADVANCE  Key: 


O 


AOVAMCi 


) 


The  gold  key    The  minhkeyboara  to  >our  right  contains  keys  thai  help  you  edit  a  document    You'H 

learn  about  these  neys  shortly   For  now.  locate  the  Gala  *ey  at  the  upper  left-hand 
corner  of  the  mmi-Keyboard. 


O 


/r-\ 


Notice  that  ma'^y  of  the  letter  Keys  on  the  mam  Keyboard  have  gold  letters  on  the 
front  These  goid  letters  are  usod  with  the  Gold  Key  They  ten  you  what  me  Key  will 
do  if  you  press  it  aftef  pressing  the  Gold  key  For  instance  typing  M  usually  just 
puts  the  letter  M  on  the  screer^  But  pressing  the  Gold  key  ther  typing  M  giyes  you 
the  action  shown  on  the  front  of  the  key  MENU  Pressing  Gotd  MENU  erases  the 
screen  and  d. splays  a  Menu  In  most  cases  it  you  ask  DECtype  to  do  something 
then  change  your  mind  and  want  to  start  over,  you  can  recall  the  Mam  Menu  by 
pressing  Gcid  MENU 


MAKE  A  MISTAKE    What  would  happen  if  you  made  a  typmg  mistake''  Type  two  letters  To  get  nd  of  th# 
AND  CORRECT  IT    second  letter    press  the  RUB  CHAR  OUT  key  on  the  mam  Keyboard    Look  at  the 
^ — ^  screen    The  second  letter  has  been  erased,  and  the  cursor  has  moveo'  backward 
I  c'ham  I  ^^e  cursor  IS  now  placed  after  the  first  let  ter   caress  RUB  CHAR  OUT  again   Now 
V*^-'  J  both  characters  are  erased 


The  RUB  WORD  OUT  Key  does  the  same  thmq.  but  it  erases  a  word  at  a  time  Type 
Hello  there.  DECtype'     Now  press  RUB  WORD  OUT    You  should  have  to  press 
this  Key  only  three  times  to  maKe  the  three  words  disappear 


The  words  you  typed  were  not  a  command  to  DECtype  because  you  did  not  press 
RETURN 
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MAKE  A  MISTAKE  What  if  you  do  press  RETURN  and  there  are  still  errors  in  the  line  you  typed? 
AND  DON'T  Nothing  bad  happens.  DECtype  sounds  a  tone  in  your  terminal  (it  isn't  very  loud) 
CORRECT  IT  and  tells  you  what  you  did  wrong. 

Type  "RAISIN"  and  then  press  RETURN.  DECtype  sounds  the  tone  and  gives  you 
a  message  at  the  bottom  of  the  screen: 


Typing  "RAISIN"  has  no  meaning  here.  Try  again. 

That's  all  that  happens.  You  must  press  RETURN  to  erase  the  word  "RAISIN"  and 
the  error  message. 

CREATING  A    To  create  a  document,  you  use  the  C  option  from  the  Main  Menu 

DOCUMENT 

There  are  three  things  you  can  tell  DECtype  when  you  create  a  document:  where 
you  want  to  store  the  document,  the  name  of  the  document,  and  the  description  of 
the  document. 
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STORAGE  DECtype  stores  your  documents  on 
DEVICES  magnetic    storage    devices,    either 
AND  disks  or  diskettes 
DIRECTORIES 


RSX  OR  VAX/VMS  USERS 

This  manual  uses  the  term 
"directory"  to  refer  to  the  area  in 
which  DECtype  stores  documents. 
For  RSX-11M-PIUS  and  Micro/RSX 
users  the  term  "directory"  means  a 
UIC. 


Whenever  you  create  a  new 
document.  DECtype  must  know 
which  storage  device  you  want  the 
document  stored  on.  Your  DECtype 
Manager  will  tell  you  which  device  to 
use. 

If  you  don't  type  any  storage  device 
name.  DECtype  will  store  your 
document  on  the  default  storage 
device.  The  default  storage  device  is 
where  DECtype  will  store  your 
document  when  no  other  device  is 
specified.  If  your  Manager  tells  you 
that  you  should  use  the  default 
storage  device,  you  will  not  have  to 
name  a  storage  device  m  your 
DECtype  commands 

The  storage  device  name  can  be  up 
to  3  characters  long  and  must  be 
followed    by    a    colon    (:)      For 

example,  you  might  type  '  DL  ". 


Whenever  you  create  a  new 
document,  DECtype  must  know  in 
which  directory  you  want  the 
document  stored.  Your  DECtype 
'\4anager  will  tell  you  which  directory 
to  use. 

If  you  don't  enter  any  directory  name, 
DECtype  will  store  you  document  in 
the  directory  in  which  ycu  are 
currently  working.  This  is  called  your 
default  directory  If  your  Manager  tells 
you  that  you  should  use  your  default 
directory,  you  will  not  have  to  name  a 
directory  in  your  DECtype 
commands. 


A  directory  name  must  be  enclosed  m 
brackets.  For  example,  you  might 
use  a  directory  name  like  (SMITH], 
or.  for  RSX-1  IM-Plus  and  Mtcro/RSX 
users.  [12,3]. 
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Remember,  if  you  are  using  the 
default  storage  device  you  do  not 
have  to  name  a  storage  device  in 
your  commands. 


RSX  OR  VAX/VMS  USERS  (Cont.) 

Remember,  if  you  are  using  your 
default  directory  you  do  not  have  to 
name  a  directory  in  your  commands. 


r 


DOCUMENT   You  must  give  your  document  a  name.  A  document  needs  a  name  so  you  and 
NAMES  DECtype  can  find  that  document  if  you  want  to  work  with  it  again.  You'll  want  to 
choose  a  name  that  explains  what's  in  the  document  so  you  can  easily  identify  it 
later. 

There  are  two  rules  you  must  follow  when  naming  a  document: 

•   You  must  use  a  different  name  for  each  document.  DECtype  will  not  accept  the 
same  name  for  more  than  one  document. 
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The  name  can  be  from  1  to  6 
characters  long.  You  can  use  any 
combination  of  letters  and 
numbers.  You  may  not  use  any 
symbols,  such  as  #,&...  or  $,  in  a 
document  name. 


RSX  on  VAX/^/MS  I'SERS 

The  name  can  be  from  1  to  9 
characters  long.  ^  on  can  use  any 
combination  of  letters  and 
numbers.  You  may  not  use  any 
symbols,  such  as  ff,<  ,  $,  or .  in  a 
name. 

DECtype  will  automatically  add  the 
extension  DTP  to  any  documents 
you  create.  However,  you  never 
need  to  use  the  DTP  extension 
when  working  with  the  document. 

You  may  assign  a  different 
extension  by  following  the 
document  name  with  a  period  and 
from  1  to  3  characters.  If  you  enter 
an  extension,  it  becomes  an 
integral  part  of  the  document 
name.  Whenever  you  work  with 
that  document  you  wH  have  to  use 
the  extension.  DECtype  will  not 
recognize  the  name  unless  you 
include  the  extension. 


Document  names  are  always  stored  in  capital  letters,  even  if  you  type  them  m 
lowercase  letters 


You  can  change  a  document  name  by  using  Gold  GET  DOCMT.  discussed  in 
Lesson  3. 
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DOCUMENT  For  some  documents,  the  characters  allowed  in  the  document  name  may  not 
DESCRIPTIONS  completely  describe  what  is  in  your  document.  You  may  want  to  give  the  document 

a  description  as  well  as  a  name. 

Document  descriptions  can  be  up  to  30  characters  long  and  can  contain  letters, 
numbers,  or  symbols.  You  type  the  document  name,  one  space,  and  then  type  the 
description. 

Document  descriptions  are  not  required  by  DECtype.  Unlike  document  names  you 
m.ay  have  duplicate  document  descriptions. 

You  can  change  a  document  description  whenever  you  use  the  E(dit)  option  from 
the  Mam  Menu. 

CREA1  E  YOUR  You  may  now  create  your  first  document  using  DECtype.  You  should  still  have  the 
FIRST  DECtype  Mam  Menu  on  your  video  screen.  Read  the  C  option  on  the  Mam  Menu 
DOCUMENT 

C  =  Create  a  new  letter  or  document 

Follow  these  6  steps: 

1.  Type  the  letter  C.  the  Mam  Menu  command  to  create  a  document. 

2.  Press  RETURN   DECtype  will  display  the  following  prompt  near  the  bottom  of 
the  screen: 

Enter  document  name: 

3.  Type  the  word  POLICY  for  your  document  name. 1 

4.  Press  the  space  bar. 

5.  Type  the  words  POLICY  NUMBER  CHANGES  for  your  document  description 
This  step  IS  optional. 

The  complete  commana  snouio  look  like  this: 

Enter  document  name:  POLICY  POLICY  NUMBER  CHANGES 

6.  Press  RETURN. 

If  you  prefer,  you  can  enter  the  command  ail  at  once.  You  can  type  C.  press  the 
space  bar,  type  the  document  name  and  description,  and  then  press  RETURN 
This  will  bypass  the  Enter  document  name'  prompt. 

If  you  make  a  mistake,  remember  that  you  can  use  the  RUB  CHAR  OUT  key  or  the 
RUB  WORD  OUT  key  to  remove  the  incorrect  characters 


'    You  may  specify  a  device  or  directory  with  triis  command  See    Storage  Devices  and  Directories""  m  this  Lesson 
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Now  you  see  something  like  this  on  your  screen: 


— TOP- 


CrMttng  POUCY       POLICY  NUMBER  CHANGES 


Figure  2-2      The  top  of  a  docurrient 


The  first  line  indicates  the  top.  or  beginning,  of  the  document  The  line  below  that  is 
a  ruler  The  text  you  type  will  stay  between  the  L  and  the  R  of  the  ruler  These  are 
the  left  and  right  margins  of  your  document  At  the  bottom  of  the  screen  is  a  line 
telling  you  that  you  are  creating  a  document  named  POLICY. 


The  blinking  cursor  is  under  the  L,  It  is  at  the  start  of  the  first  line.  There  is  no  text  in 
the  document.  Everything  is  ready  for  you  to  start  typing! 


RUBOUT  Type  a  few  words  —  your  name,  for  example  You  see  the  words  you  typed  on  the 
FUNCTIONS  screen,  just  as  you  did  when  you  were  making  a  choice  from  the  menu  You  can  still 
use  the  RUB  CHAR  OUT  and  RUB  WORD  OUT  keys  to  erase  text  you've  typed,  but 
there  are  other  ways  to  rub  out  text. 


O 


UNI 


Notice  that  the  RUB  CHAR  OUT  key  has  gold  lettering  on  the  front,  it  says  RUB 
LINE  The  RUB  WORD  OUT  key  says  RUB  SENT  on  its  front  The  gold  lef'enng 
means  this  is  what  the  key  does  if  you  first  press  the  Gold  key  on  the  mmi-keyboard 


Press  RUB  CHAR  OUT  That  key  rubs  out  one  cAraracfe/-  Press  the  Gold  key  then 
that  key  —  that  is.  press  Gold  RUB  LINE  This  erases  the  entire  line  All  the  keys 
with  gold  lettering  do  two  things,  depending  on  whether  you  press  the  Gold  key 
first. 


O 


Type  your  name  aga.n  and  then  type  a  period  and  two  spaces  Do  this  two  more 
limes  You  have  typed  three  sentences  Gold  RUB  SENT  rubs  out  an  entire 
sentence  Press  Gold  RUB  SENT  three  times  and  see  how  much  text  it  rubs  out 


The  rubout  keys  work  best  to  correct  mistakes  you've  just  made  In  the  next  lesson, 
you'll  see  another  way  to  correct  mistakes  previously  typed 
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TYPE  A  Suppose  this  IS  the  text  you  were  asked  to  type  into  the  document  named  POLICY 
DOCUMENT 

DATE      10  Feb  1981 
FROM     Employe*  Benefits 
TO  Distribution 

SUBJ      Group  Policy  Number  Changes 

Effective  1  ApriM  981    all  group  policy  numbers  Will  include 
additional  codes  to  identify  optional  coverage    This  affects 
Dental  and  Extended  Medical  coverage  only   For  example   if  you 
have  both  the  Dental  and  Extended  Medical  options    your  policy 
number  will  now  have  -DE  appended  to  it   Coverage  is  nut 
affected  by  this  change 


r        RETURN       ^  ^yP®  ^^^  words  on  the  first  line    "DATE    10  Feb   1981       Now  press  RETURN 
^ — ^  Everything  moves  up  or  the  screen,  and  the  cursor  goes  to  the  start  of  the  next  line 

If  you  pressed  RETURN  by  mistake,  you  could  rub  It  out  by  pressing  RUB  CHAR 
OUT  Try  It  The  cursor  moves  back  to  the  end  of  the  first  line  -  )ust  as  though  you 
had  never  pressed  RETURN 

Everything  on  the  screen  moved  down  when  you  pressed  RUB  CHAR  OUT  You  II 
see  shortly  how  to  move  the  cursor  forward  and  backward  in  a  document  you  re 
typing  When  you  move  the  cursor  forward  a  line  (by  typing,  for  instance),  text  on 
the  screen  moves  up  When  you  move  backward  a  line  (as  you  did  by  pressing  RUB 
CHAR  OUT),  text  on  the  screen  moves  down. 

Press  RETURN  agam  to  continue 

Type  the  text  of  the  second  ime  (the  one  that  starts  with  FROM  )  Press 
RETURN  Type  the  :ext  of  the  third  line  and  press  RETURN  again  (After  you  type 
"TO  ".  press  the  space  bar  three  times  so  that  the  word  Distribution  lines  up  with 
the  words  above  it  )  Now  your  document  is  starting  to  take  shape  on  the  screen 

Thf^re  is  a  blank  line  between  the  TO  ime  and  the  SUBJ  '  line  To  put  this 
blank  line  in  your  document,  just  press  RETURN  an  extra  time 


Type  the    SUBJ  '    line  and  press  RETURN  twice,  because  you  want  a  blank  line 
here  too 


iO  WflAf    Start  typing  the  paragraph    up  to  the  end  of  the  first  line  —  the  word     include. 
Don  t  press  RETURN 


On  a  typewriter,  a  belt  rings  when  you  get  close  to  the  right  margin  This  tells  you  to 
press  RETURN  soon  Usmg  DECtype  is  even  easier  than  using  a  typewriter  When 
your  typing  hits  the  right  margin.  DECtype  presses  RETURN  for  you' 
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Press  the  space  bar  and  start  typing  the  word  "addittona!  "  Look  closely  at  the 
screen  When  your  typing  crosses  the  right  margin,  DECtype  picKs  up  the  word 
you're  typing  and  moves  It  to  a  new  line  This  is  called  wordwrap  DECtype  has 
|ust  wrapped  that  word  to  the  new  line 


Type  the  rest  of  the  memo  without  pressing  RETURN   It  you  make  a  mistake  press 
RUB  CHAR  OUT  and  type  the  right  letter 


When  you  ve  finished  typing  the  text,  look  at  the  screen  DECtype  has  wrapped 
your  text  mto  a  paragraph  (At  this  point,  it  doesn  t  matter  it  you  ve  made  a  »ew 
typing  mistakes  ) 


FILE  THE    You  ve  finished  typ.ng  the  memo   On  a  typewriter,  you  d  have  to  pull  the  piece  ot 
DOCUMENl    paper  out  of  the  typewriter  and  tile  it  somewhere  On  DECtype     filing  a  document  * 
means  teiimg  DECtype  to  take  the  document  off  the  screen  and  move  it  to  your 
storage  device 


O 


» ■.  ' 


:  X  X  w 


On  the  front  of  the  F  Key  are  the  words  FILE  DOCMT  Normally  typing  F  |ust  puts 
the  letter  F  on  the  screen  But  pressing  the  Gold  key  and  then  typing  F  (that  is. 
pressing  Gold  FILE  DOCMT)  files  your  document  Press  Gold  FILE  DOCMT  now. 
You  will  see  this  message  on  the  bottom  line  ot  your  screen 

Filing  documvnt 

When  the  document  has  tDeen  filed,  you  will  see  the  following  message  on  the 
bottom  line  of  your  screen,  and  the  Mam  Menu  will  reappear 

Document  FILED  wwith  U  lin*<i 


THE  INDEX    Read  the  I  option  on  the  Mam  Menu 


=  lnd««  of  letters  and  documents  on  file 


You  can  look  at  an  index  of  the  documents  you  ve  created  with  DECtype  This  lets 
you  quickly  check  that  DECtype  has  ♦iied  a  document  or  find  the  names  of  the 
documents  you  have  filed.  The  index  also  gives  you  other  useful  mformatjon 


To  look  at  the  index  type  I  and  press  RETURN  ' 


t  iPibim) 


'  You  may  specify  a  device  of  directory  ^itn  this  command   S«»    Storage  0«vic»s  and  Directorms    m  thK.  r 
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Use  this  l(ndex)  option  now   You'll  see  something  like  this 


OOCUMfNTINOCX 


DCCfyiw  VX  I 


Oocumwil 


<^MCS 


ModMMKl 


om* 


POtiCV  POtCV  NUMKR  CHAMOM 

14  2<*(M«  2/1(Mt 


2f«oti      mm\ 


ir^OM*  <f'<(Vlt 


»iii»»      ar«Mi 


Ot4ft  71 


t3»M 


1**l:flt 


torcbfi  tj  20  0^ 


V*««wr 


•(•w  00  06  10 


oo'Oi  <e 


aoo?4c 


riM 


'VMM 


0006  to 


ooet  to 


'w«k  t»0i20  00  01 » 


Figure  2-3  An  Index 


For  now,  pay  attention  to  only  part  of  the  screen  the  document  you  |ust  created 
Look  for  the  name  you  gave  to  that  document  POLICY  On  this  and  the  next  Ime 
there  are  eight  other  pieces  of  information 

•  To  the  right  of  the  document  name  POLICY  is  the  document  description 

•  On  the  next  line  IS  the  number  of  lines  in  the  document 

•  Next  IS  the  date  on  which  you  created  the  document  You'll  see  today's  date 

•  After  that  is  the  date  and  time  on  which  you  most  recently  edited  the  document 
Since  you  )ust  created  't   the  date  will  be  the  same 

•  Next  IS  the  document  s  version  number  DECtype  adds  1  to  this  number  every 
time  you  access  the  document  Smce  you  just  created  this  document  you  II  see 
that  the  version  is    new' 


•  After  the  version  number.  DECtype  shows  you,  m  hours  and  minutes,  how  long 
you  spent  typing  or  editing  the  document  most  recently 

•  Next  DECtype  shows  you  the  total  amount  of  dme  you  ve  spent  typing  or 
editing  this  document  This  information  m.ght  be  useful  to  you  in  preparing  your 
time  card  or  customer  bill 

•  Near  the  bottom  of  the  mdex  you  will  see  instructions  to  recall  the  Menu    The 
index  can  display  descriptions  of  up  to  5  documents  on  the  screen  at  one  time 
If  you  have  more  than  5  documents  m  your  index,  the  instructions  will  also  tell 
you  to  press  RETURN  to  display  more  documents. 
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The  bottom  line  of  the  index  is  blank.  It  is  reserved  for  commands.  You  can  use  any 
available  menu  command,  such  as  Create  or  Edit,  while  viewing  the  index.  To  use  a 
menu  command,  simply  type  the  command.  The  characters  will  appear  on  the 
bottom  line  of  the  index.  When  you  press  RETURN.  DECtype  will  bypass  the  Mam 
Menu  and  perform  your  command. 


CTS-300  USERS  ONLY 

You  can  also  look  at  the  DECtype 
Manager's  index.  To  do  this,  you  type 
"I  dev:0."  and  press  RETURN.  (The 
dev:  is  not  required  if  the  Manager's 
index  is  on  the  default  storage 
device.)  A  "0.  "  in  a  command  or 
before  a  document  name  indicates 
that  the  document  is  in  the 
Manager's  index. 

You  cannot  look  at  any  other  user's 
index.  You  can  look  at  the  Manager's 
index  because,  in  some  cases,  the 
Manager  may  want  you  to  copy  or 
use  documents  that  you  did  not 
create. 


RSX  OR  VAX/VMS  USERS 

Depending  on  the  level  of  protection 
that  has  been  set,  you  may  be  able  to 
look  at  another  user's  index.  Your 
DECtype  Manager  will  tell  you  if  you 
should  be  able  to  do  this. 


To  look  at  another  user's  index, 
type  "'I  [direc]  where  [direc]  is  the 
name  of  the  directory  where  the  other 
user's  index  is  stored. 


Now  recall  the  Mam  Menu  by  pressing  Gold  MENU  or  RETURN. 


PARTIAL  If  you  request  it,   DECtype  can  show  you  an  index  of  documents  that  have 

INDEX   something  in  common.  For  example,  if  you  want  to  see  an  index  of  your  memos, 

and  you  always  use  the  letters  MEM  when  naming  documents  containing  memos. 

you  can  request  to  see  an  index  of  only  those  documents  whose  names  begin  with 

MEM.  You  would  do  this  by  typing 

I  MEM 

The  letters  MEM  are  a  search  parameter  When  you  use  a  search  parameter. 
DECtype  will  display  an  index  containing  only  those  documents  whose  names 
begin  with  the  letters  m  the  search  parameter. 

EDITING    If  you  had  used  a  typewriter  to  create  the  POLICY  document,  you'd  have  a 

THE    typewritten  page  now  If  it  had  any  mistakes,  you'd  have  to  use  erasers,  correcting 

DOCUMENT    ^'^'^  ^^  tape,  put  the  paper  back  in  the  typewriter,  position  it  exactly,  and  retype  the 

incorrect  parts.  If  the  mistakes  were  major,  you  might  have  to  retype  the  whole 
page. 


• 


With  DECtype  you  don't  yet  have  a  typewritten  page.  The  document  POLICY  is 
recorded  on  a  magnetic  storage  device.  If  your  document  has  any  mistakes,  you 
can  call  it  from  the  device  back  to  the  screen  and  make  changes.  You  never  have  to 
retype  the  parts  that  are  correct. 
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THE  E  OPTION  Read  the  E  option  on  the  Main  Menu: 

E  s  Edit  an  existing  letter  or  document 

E  does  almost  the  same  thing  that  the  C(reate)  option  does.  The  difference  is,  C 
tells  DECtype  you  want  to  create  a  new  document,  while  E  prepares  DECtype  to  go 
to  work  on  a  document  you've  already  created. 

To  edit  the  document  POLICY,  follow  these  steps: 

1.      Type   E.   the   Main    Menu   command   to   edit   a 
document. 


Press  RETURN.  DECtype  will  display  the  following 
prompt  near  the  bottom  of  the  screen: 

Enter  document  name:  POLICY 

DECtype  remembers  that  the  last  document  you 
accessed  (created,  edited,  or  printed)  was  named 
POLICY  If  you  wanted  to  edit  a  different 
document,  you  would  type  the  new  name,  and  the 
word  POLICY  would  be  erased.  However,  in  this 
case  you  do  want  to  edit  POLICY, 

You  don't  have  to  type  the  description.  If  you  want 
to  change  the  description  of  a  document,  you  type 
in  the  new  doscnpiion  in  tiiis  step. 


3.       Press  RETURN 

If  you  prefer,  you  can  enter  the  command  all  at  once.  You  can  type  E,  press  the 
space  bar,  type  the  document  name,  and  then  press  RETURN.  This  will  bypass  the 
'Enter  document  nam^ '  prompt. 


You'll  see  almost  what  you  saw  when  you  used  the  C  option.  This  time,  the 
document  isn't  empty;  it  contains  the  text  you  typed  into  it  last  time.  The  line  near 
the  bottom  of  your  screen  tells  you  that  you  are  editing  the  document  named 
POLICY.  (See  Figure  2-4.) 
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only.  For  oMmpIo,  If  you 
Motftcoi  oaWow,  yOMT  policy 
ton.  Covorogolo  not 


EdMng:    IKHKV        POLICY  NUMBEfl  CHANOCS 


Figure  2-4     At  the  top  of  the  document  again. 
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MOVE  AROUND  The  cursor  is  positioned  at  the  first  character  in  your  document  (the  letter  D). 

Whenever  you  want  to  make  a  change  or  correction  at  a  certain  place  in  the 
document,  you  must  first  move  the  cursor  there.  To  make  DECtype  move  the 
cursor,  use  the  ADVANCE  and  BACK  UP  keys  on  the  mini-keyboard 

AovANct.       ^  ''"''y  pressing  ADVANCE  a  few  times.  Notice  that  the  cursor  moves  to  the  right. 
-— ^  Press  BACK  UP  until  the  cursor  is  back  under  the  D  in  DATE. 


If  you  press  BACK  UP  again,  the  tone  sounds  because  you  cant  go  any  farther  in 
that  direction.  Try  it  The  tone  also  sounds  if  you  press  ADVANCE  when  youre  at 
the  end  of  the  document. 


MOVING  FASTER  Find  the  seven  blue  keys  on  the  mini-keyboard.  Each  key  represents  an  amount  of 

text:  a  WORD,  a  LINE,  a  SENTence,  a  PARAgraph.  a  PAGE,  a  TAB  POSition.  or 
the  text  up  to  the  next  set  of  angle  brackets  {<>).  When  you  press  these  keys,  you 
move  the  cursor  that  far  in  the  document.  For  instance,  pressing  WORD  moves  to 
the  start  of  the  next  word  Pressing  LINE  moves  to  the  start  of  the  next  line  Press 
WORD  several  times  and  watch  the  screen. 

The  blue  keys  are  called  distance  keys.  You  use  them  to  tell  DECtype  how  far  to 
move  the  cursor,  or  to  do  something  to  the  text. 

You  will  learn  more  about  these  keys  in  Lesson  3. 

BACKING  UJ  When  you're  driving  a  car  and  you  step  on  the  gas.  you  may  go  forward  and  you 
may  go  backward  The  direction  depends  on  what  gear  you  are  in  The  distance 
keys  work  the  same  way.  Pressing  WORD  may  move  the  cursor  forward  one  word 
and  It  may  move  the  cursor  backward  one  word. 


The  ADVANCE  and  BACK  UP  keys  are  the  "gearshift"  of  DECtype  When  you 
press  ADVANCE,  you  move  forward  one  character,  but  you  also  shift  DECtype 
into  forward."  Now  all  the  distance  keys  will  move  the  cursor  forward  too.  Pressing 
BACK  UP  goes  backward  one  character  and  also  "shifts  DECtype  into  reverse." 
Now  all  the  distance  keys  move  the  cursor  backward. 


Typing  text,  pressing  the  rubout  keys,  or  doing  almost  anything  else  also  shifts 
DECtype  back  to  forward. 


Press  ADVANCE  and  then  press  the  WORD,  LINE,  and  SENTence  keys  to  move 
forward  through  the  document  Keep  pressing  distance  keys  until  you  reach  the 
end  of  the  document  (until  the  tone  sounds). 
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Now  change  direction  (by  pressing  BACK  UP)  and  use  the  distance  keys  to  return 
to  the  top  of  the  document. 

Use  ADVANCE,  BACK  UP,  and  the  distance  keys  some  more  until  you're 
comfortable  with  the  idea  of  "shifting  gears"  and  you  know  exactly  what  all  of  them 
do. 

THE  ARROW  Another  way  to  move  through  a  document  is  to  use  the  arrow  keys,  located  on  the 
KEYS  top  row  of  your  mam  keyboard 


CD® 


They  are  different  from  the  distance  keys  in  that  they  are  not  affected  by  the 
ADVANCE  and  BACK  UP  keys 

The  up-arrow  key  moves  the  cursor  one  line  backward  ("up"  on  your  screen)  The 
down-arrow  key  moves  the  cursor  one  line  forward  ("down"  on  your  screen). 


©^ — >^  The  left-arrow  and  right-arrow  keys  move  the  cursor  one  character  to  the  left  and 
I -►  I  right,  respectively  They  cannot  cross  the  margins  to  move  between  lines,  they  are 
V )  limited  to  the  line  on  which  the  cursor  is  currently  located  They  do  not  change  the 

direction  mode,  as  the  ADVANCE  and  BACK  UP  keys  do. 

Pressing  Gold  left-arrow  moves  the  cursor  to  the  beginning  of  the  current  line 
Pressing  Gold  right-arrow  moves  to  the  end  of  the  current  line  They  cannot  move 
between  lines 

Press  ADVANCE  several  times  so  the  cursor  is  m  the  middle  of  a  line  Now  press 
each  of  the  arrow  keys  several  times  to  become  familiar  with  them 

Fr^m  now  on,  this  manual  just  tells  you  to  move  the  cursor  somewhere  in  the 
document,  not  how  to  do  it  There  are  many  different  ways  to  use  the  distance  keys 
and  the  arrow  keys  to  get  to  the  same  place. 

INSERTION  Move  the  cursor  to  the  top  line  so  that  it's  under  the  "b"  in  Feb. 

DATE.  10  Feb  1981 

Now  type  HELLO  and  look  at  the  screen  Just  like  when  you  were  creating  the 
document,  typing  on  the  mam  keyboard  puts  characters  into  the  document  But 
now,  the  characters  that  were  already  m  the  document  have  moved  over  to  make 
room 

DATE:  10 FeHELLOb  1981 

The  cursor  is  sjII  under  the  b  Just  like  last  time,  the  cursor  tells  you  where 
DECtype  is  going  to  put  the  next  letter  you  type. 

You've  made  a  change  to  the  top  line  To  undo  it.  press  RUB  CHAR  OUT  five  times 
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INVISIBLE    ^®^®  'S  an  important  typing  difference  between  DECtype  and  a  typewriter    On  a 
CHARAC-    Wpewnter,  you  use  the  space  bar,  the  RETURN  Key  and  the  TAB  key  just  to  move 
TERS    ^''^^"^  °^  ^^®  P^P®^   ^^^  DECtype  the  space  bar.  RETURN  key.  and  TAB  key  not 
only  move  the  cursor,  they  also  move  the  text 


At  the  moment,  the  cursor  is  still  under  the  "b"'  m  Feb 


C 


>'   'Vv    t: 


3 


DATE    10  Feb  1981 

Press  the  space  bar  and  look  at  the  screen  On  a  typewriter,  you'd  expect  to  )ust 
move  past  the  "b  '  On  DECtype  you  do  move  away  from  the  'e"  —  but  so  does  the 
rest  of  the  text  on  the  line: 


DATE    10  Fe  b  1981 


By  pressing  the  space  bar  you  have  inserted  a  space  mto  the  document,  just  as 
you  inserted  the  word  HELLO  before  That  space  will  stay  there,  separatmg  ■  Fe" 
from    b"  until  you  rub  it  out^  Rub  it  out  now  by  pressing  RUB  CHAR  OUT 


C 


^  Press  RETURN  and  look  at  the  screen  You  have  again  moved  part  of  the  top  line 


DATE    10  F« 
b  1981 


By  pressing  RETURN  you  have /nserrec^  a  return  character  into  the  document  Rub 
It  out  by  pressing  RUB  CHAR  OUT 


C 


"N  Now  press  TAB  (on  the  left  hand  side  of  the  mam  keyboard)  and  look  at  the  screen 


DATE    10 Fe 


b  1981 


By  pressing  TAB.  you  have  inserted  a  tab  mark  into  the  document  (You'll  learn 
more  about  them  later )  Rub  it  out  by  pressing  RUB  CHAR  OUT 

On  DECtype.  typing  a  space  pressing  RE  TURN,  or  pressing  TAB  moves  the  cursor 
and  any  text  that  is  beyond  the  cursor,  and  it  also  /eaves  an  invisible  marker  in  the 
document  Like  vis.ble  characters,  these  invisible  markers  stay  m  your  document 
until  you  remove  them 

You  can  remove  one  of  the  returns  you  put  in  the  document  last  time  Move  to  the 
start  of  the  second  line  Then  press  RUB  CHAR  OUT  The  return  character,  which 
separated  the  second  line  from  the  first,  is  gone  The  two  lines  are  no  longer 
separated: 

DATE    10  Feb  1980FROM    Employee  Benefit* 

Press  RETURN  to  put  the  return  character  back  in  and  separate  the  two  lines  once 
again. 
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VIEW  FEATURk     Invisible  characters,  such  as  TAB  and  RETUF^N   are  ca'led  invisible  because  you 

can  t  see  them  on  your  screen  While  editing  a  document  you  can  t  see  the 
difference  between  space  added  by  pressing  TAB  and  space  addeil  by  pressing 
the  space  bar  You  can  t  see  the  difference  between  a  tine  that  ends  with  a  word 
wrap  and  one  that  ends  with  a  RETURN 


DECtype  allows  you  to  see  these  invisible  characters,  and  every  other  character  m 
your  document,  by  usmg  the  VIEW  feature 

O/"^  Press  Gold  VIEW  the  gold  function  of  the  V  key  You  will  iMyour  text  and  symbols 
'  ■*"  ^  representing  any  invisible  characters  m  your  text    All  of  the  VIEW  symbols  ate 
described  in  the  following  mset 


You  can  leave  the  screen  m  VIEW  mode  while  you  edit,  or  you  can  return  the 
screen  to  normal  by  pressing  Gold  VIEW  once  agam 


File  the  document  by  pressing  Gold  FILE  DOCMT    DECtype  returns  to  the  Mam 
Menu 


VIEWING  TEXT 

To  enter  View  Mode    press  Gold  VIEW    This  lets  DECtype  show  you  all  of  the 
characters  m  your  document   mcludng  those  which  are  normally  mvsible. 

You  can  press  Gold  VIEW  any  time  you  re  creating  or  editing  a  document    Try  it 
now.  You  can  continue  typing  while  viewing  text 

Pressing  Gold  VIEW  again  returns  your  screen  to  normal. 

Here  IS  a  list  of  all  of  the  view  symbols  used  by  DECtype   You  may  not  be  familiar 
with  some  of  the  features  describ€Kj  You  wtll  learn  about  them  m  later  lessons 


CR 

0 
HT 


H 


hard  return 


word  wrap  return 


tab 


soft  spaces 


paragraph  marker 


-4-- 

m 


centering  mark 

composite  character  (dead  key) 

non-breakjng  space 
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bottom  of  document 


superscript 


11  subscript 

corn-pound         If  the  hyphen  appears  as  a  regular  hyphen  it  is  a  non- 
breaking  hyphen 


com^pourii 


If  the  hyphen  is  hiyhiiy^Mud  m  reverse  video  (black 
hyphen  on  a  white  background  or  vice  versa)  it  is  a 
breaking  hyphen,  or  has  been  inserted  with  HYPH 
PUSH,  or  IS  an  invisible  hyphen  that  has  crossed  the 
right  margin. 


CO Ba  pound        If  a  letter  is  highlighted  in  reverse  video  it  is  followed  by 
an  invisible  hyphen 


PRINTING  A    Vou've  created  a  document  and  edited  it   It  is  still  stored  on  your  storage  dev.ce 
DOCUMENT    '^^'^  s^Pt^^se  you  want  a  printed  copy 

First,  make  sure  that  the  printer  is  turned  on  and  it  has  all  the  supplies  it  needs  to 
print  (such  as  paper  and  ribbon)  If  you  need  help,  ask  your  DECtype  Manager  or 
read  the  manual  shipped  with  the  printer 


Read  the  P  option  on  the  Mam  Menu 

P   -  Prtnt  a  I«n9r  of  document 

To  print  the  document  POLICY,  follow  these  steps 

1.  Type  P 

2.  Press  return    DECtype  will  display  the  following 
prompt. 

Enter  document  n«m«    POUCV 

DECtype  remembers  that  the  last  docunient  you 
edited  was  reamed  POLICY  If  you  wanted  to  print  a 
different  document  yoi;  would  type  that  new  name 
and  the  word  POLICY  would  be  erased 

3.  Press  RETURN 

If  you  prefer   you  can  enter  the  comrnand  all  at  once   You  c.\n  type  P,  press  the 
space  bar,  lype  the  document  name,  and  then  press  RETURN   This  will  bypass  the 
Enter  document  name   prompt 
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THE  PRINT  MENU  After  you  press  RETURN,  the  Print  Menu  will  appear  on  your  screen.  (See  Figure 

2-5.) 


PRINT  MENU 
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H  ail  settings  are  correct  type  "YES"  then  press  RETURN 


Figure  2-5     The  Print  Menu 


The  Print  Menu  shows  you  how  DECtype  will  print  your  document.  There  are  many 
things  you  can  change,  vertical  and  horizontal  spacing,  positioning  on  the  paper, 
and  special  print  procedures  For  now.  don't  change  any  of  them.  Read  the 
instructions  at  the  bottom  of  the  screen: 

If  all  settings  are  correct  type    YES"  then  press  RETURN 

Type  "YES"  or  "OK"  and  then  press  RETURN.  In  the  Print  Menu,  typing  "OK"  is 
the  same  as  typing  YES  when  all  settings  are  correct.  The  Mam  Menu  returns  to 
your  screen,  and  DECtype  .larts  printing  your  document. 


You  will  learn  more  about  printing  in  Lesson  4. 


THE  EDITOR    ^^^^  '^  yo^  ^^^^  editing  another  document  and  you  wanted  to  use  one  of  the  Mam 
MFNIJ     Menu  options?  You  could  tile  the  document,  use  the  option  on  the  Mam  Menu,  and 
then  return  to  the  document  you  were  editing  This  would  waste  quite  a  bit  of  your 
time. 
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For  this  reason,  a  few  of  the  Mam  Menu  options,  are  available  on  the  Editor  Menu. 
The  Editor  Menu  contains  the  five  Mam  Menu  options  you  can  use  while  editing  If 
you  press  Gold  MENU  while  editing  a  document,  your  screen  will  clear,  and  the 
Editor  Menu  will  be  displayed.  (See  Figure  2-6.) 


You  will  learn  about  a^.  of  the  Menu  options  in  later  lesson;,. 


EDITOR  MENU 


OECtyptVX.X 


lO-Mar-ai  TiMMtay  12:3t:30 


I     ■    lnd«x  of  l«tt«r«  «MI  documents  on  fNo 
8     ■    Stop  printor  —  Quouo  Status  Monu 


DK  ■    Dofino  ussr  ksys 

AO  «    Abbrsvlstlon  documsnt  Is:  ABBRV 

LD  ■    Library  documsnt  is:  UBRY 


Entsr  ths  commsnd  and  prsss  RETURN 
Or  prsss  RETURN  to  rssumo  sdlting. 


Figure  2-6    The  Editor  Menu 
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In  this  lesson,  you'll  learn  more  about  the  editing  techniques  introduced  in  Lesson  2. 
These  techniques  are  available  after  you  use  the  C(reate}  or  E(dit)  options  from  the 
Mam  Menu.  You'll  learn  all  the  ways  to  move  around  in  a  document  and  how  to  type, 
move,  and  delete  "simple"  text  in  a  document.  (Future  lessons  will  show  you  things 
other  than  "simple"  text  you  can  put  in  a  document ) 


THE  HELP    There  are  several  keys  on  your  keyboard  that  do  not  have  gold  lettering  on  them. 
FEATURE    *^o^®^®'''  ^  ^®^  °^  these  unmarked  keys  perform  special  functions  when  used  with 

the  Gold  key.  You  can  see  which  keys  these  are  by  pressing  Gold  H  ♦o  view  the 

Help  screens 


Edit  the  document  POLICY.  You  must  be  working  with  a  document  to  use  Gold  H; 
you  cannot  use  it  while  i  menu  is  on  your  screen. 


When  the  top  of  the  document  appears,  press  Gold  H.  A  picture  of  the  DECtype 
main  keyboard  will  appear  on  your  screen.  This  picture  will  help  you  locate  any 
unmarked  keys. 


On  the  bottom  of  your  screen  you  will  see: 


/mal  r\ 


Press  RETURN  for  more  help,  any  other  key  to  continue  editing. 

Press  RETURN.  You  will  see  a  picture  of  the  DECtype  mini-keyboard  and  the  same 
instructions  on  the  bottom  of  your  screen.  If  your  DECtype  Manager  has  included 
anything  else  in  the  HELP  feature,  pressing  RETURN  will  display  it.  Try  it. 

When  you  have  seen  all  of  the  available  HELP  displays,  press  Gold  HALT,  the  Gold 
function  of  the  v  (accent)  key.  This  will  return  you  to  editing  without  disturbing  your 
document.  You  will  learn  more  about  Gold  HALT  later  in  this  lesson. 


File  the  document. 


DEMON-    DECtype  was  delivered  to  you  with  several  demonstration  documents.  One  of  these 
STRATION    '®  named  SPEECH,  and  it  has  several  mistakes.  They  are  there  on  purpose.  You'll 
nnPI  I      ^®  correcting  them  in  this  lesson. 


MENTS 


You  could  already  correct  the  document  based  on  what  you  learned  in  the  last 
lesson:  just  move  the  cursor  past  each  mistake,  rub  it  out,  and  retype  the  correct 
text.  This  lesson  will  show  you  other,  more  efficient  ways  to  make  corrections. 
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Use  the  E  option  from  the  Mam  Menu  to  edit  the  document  SPEECH  As  you 
learned  in  Lesson  2.  you  type  E.  a  space,  the  document  name  SPEECH,  and  press 
RETURN.  The  first  few  lines  of  the  document  named  SPEECH  should  appear  on 
your  screen. 


On  page  3-5  of  this  lesson  you  will  see  a  copy  of  the  document  SPEECH  with 
proofreader's  marks  to  show  you  what  corrections  are  needed. 

DISTANCE    Before  you  make  any  corrections,  let's  review  the  distance  keys  and  "shifting  into 
KEYS    ''®^®''s©."  which  you  learned  about  in  Lesson  2.  This  time,  well  cover  all  of  the 
distance  keys. 


C 


ADVANCE 


"N  To  move  a  single  character  at  a  time,  just  press  ADVANCE  or  BACK  UP.  depending 


on  which  way  you  want  to  go 


©Press  advance  to  be  sure  DECtype  is  "shifted  into  forward"  Press  WORD  several 
times.  Notice  that  each  time  you  press  WORD,  the  cursor  moves  to  the  firs; 
character  of  a  word.  Press  BACK  UP.  The  cursor  moves  back  one  character,  and 
DECtype  is  now  "shifted  into  reverse  '  Press  WORD  again  several  times  The 
cursor  moves  backward  from  word  to  word.  It  still  always  lands  on  the  first  character 
of  each  word  Words  can  be  followed  by  spaces,  returns,  or  other  invisible 
characters.  DECtype  treats  these  characters  as  though  they  were  part  of  the 
preceding  word. 

Keep  pressing  WORD  until  you  re  back  at  the  top  of  the  document  Press  WORD 
once  again.  DECtype  sounds  the  tone  because  it  can't  back  up  any  farther  You're 
now  shifted  into  forward   If  you  press  WORD  again,  you'll  go  fon^ard. 


The  LINE  key  moves  the  cursor  to  the  start  of  a  line.  A  "line"  is  simply  the  text  you 
see  on  the  same  line  of  the  screen.  Go  forward  a  few  lines,  then  p.-ess  BACK  UP 
and  come  back  to  the  top  of  the  document  using  the  LINE  key. 


Pressing  Gold  LINE  moves  the  cursor  to  the  end  of  a  line   Press  ADVANCE,  and 
'"'■   '  press  Gold  LINE  several  times  to  move  forward  to  the  end  of  a  tew  lines,  then  press 
BACK  UP.  and  use  Gold  LINE  to  move  back  to  the  top  of  the  document 


TAB  I  ^^^  ^^^  stands  for  tab  position  You'll  learn  about  tab  positions  in  Lesson  5.  Since 
pos  I  there  are  no  tab  positions  in  this  doc>    lent,  TAB  POS  does  exactly  the  same  thing 
as  the  LINE  key.  Try  it  out. 


SENT  stands  for  sentence  The  SENT  key  moves  the  cursor  to  the  first  character  of 
a  sentence.  DECtype  doesn't  know  anything  about  English  grammar,  to  find  the 
start  of  a  sentence,  it  just  looks  m  the  document  for  a  period,  then  advances  the 
cursor  to  the  first  visible  character.  You  may  use  periods  in  places  other  than  the 
end  of  a  sentence,  but  the  SENT  key  will  find  them  too.  For  instance.  DECtype  sees 
this  text  as  four  sentences  because  it  has  four  periods 

I  owe  J    B.  Edwards  the  sum  of  $4  98 
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You'd  have  to  press  SENT  four  times  to  get  through  this  sentence 


Use  the  SENT  key  to  see  what  it  does    It  you  re  at  the  top  of  the  document 
SPEECH,  pressing  SENT  five  times  should  place  the  cursor  here 

I  int«nd  (o    t«il  It  like  It  it.  ' 

Why  did  the  cursor  go  to  the  quotation  mark'?  It's  not  the  start  of  a  sentence,  but  it  is 
the  first  visible  character  after  a  period  That  is  how  the  SENT  key  works 

The  SENT  key  also  stops  at  question  marks,  hard  returns  (not  word  wraps), 
exclamation  points,  and  at  the  end  of  pages  (which  you  II  learn  about  later) 


0PARA  stands  for  paragraph  Use  the  PARA  key  to  move  forward  and  backward  m 
the  document  Go  all  the  way  to  the  end,  then  press  BACK  UP  and  go  back  to  the 
top  of  the  document  using  the  PARA  key. 


In  the  document  SPEECH,  the  typist  indicated  the  end  of  a  paragraph  by  pressing 
RETURN  twice  in  a  row  You  can  see  the  double  spacing  between  paragraphs  on 
your  screen   The  PARA  key  moves  to  the  start  of  each  paragraph. 


Another  way  to  mark  the  end  of  a  paragraph  is  to  press  Gold  PARA  MARKER  This 
puts  a  paragraph  marker  in  your  document  You  won't  use  paragraph  markers  until 
Lesson  5  The  PARA  key  stops  at  paragraph  markers  as  well  as  at  places  where 
there  are  two  or  more  RETURNS  in  a  row 


The  PAGE  key  moves  the  cursor  to  the  first  visible  character  on  a  new  page  To  end 
a  page,  you  put  NEW  PAGE  marks  or  PAGE  MARKERs  in  the  document  (Youll 
read  about  these  m  Lesson  6  )  The  document  SPEECH  is  a  one-page  document,  it 
contains  no  NEW  PAGE  marks  or  PAGE  MARKERs  So  pressing  PAGE  will  move 
the  cursor  all  the  way  to  the  end  of  the  document  (or  to  the  top  of  'he  document,  if 
DECtype  is  shifted  into  reverse)  Press  PAGE  The  cursor  moves  to  the  bottom  of 
the  document.  Press  BACK  UP,  then  press  PAGE  to  return  to  the  top  of  the 
document. 


r\ 


<> 


\y 


The  •  >  key  moves  to  the  first  character  (visible  or  invisible)  following  a  right  angle 
bracket  ( >)  If  you  read  about  List  Processing.  Abbreviation  docurTients.  or  Library 
documents,  you'll  see  how  angle  brackets  are  frequently  used  The  •  *  key  is 
convenient  when  you're  typing  documents  which  use  angle  brackets  in  their 
format. 


The  document  SPEECH  doesn't  have  any  angle  brackets  either,  so  the-    -key.  like 
the  PAGE  key.  goes  ail  ihe  way  to  the  end  of  the  document    Try  it  out 

PUT  IT   The  while  key,  ADVANCE  or  BACK  UP.  says  what  to  do,  the  blue  distance  key  says 
TOGETHER  how  far  to  do  it    How  do  you  advance  the  cursor  one  paragraph^  Just  press 

ADVANCE  PARA  (two  keystrokes)   How  do  you  back  the  cursor  up  one  sentence^ 
Just  press  BACK  UP  SENT 
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To  back  up  two  sentences,  you  could  press  BACK  UP  SENT  BACK  UP  SENT  But 
the  second  BACK  UP  isn't  necessary.  DECtype  is  shifted  into  reverse  until  you 
press  something  other  than  a  blue  Key  Likewise,  the  only  time  you  redliy  have  to 
press  ADVANCE  is  when  you  want  to  turn  around  after  backing  up  or  when  you 
want  to  advance  the  cursor  a  single  character  at  a  tirTie 

OTHER  WAYS  TO  The  up-arrow  and  down  arrow  Keys  rTiovo  the  cursor  up  o(  down  one  line  at  a  time 

The  up-arrow  key  moves  the  cursor  to  the  sarnt?  column  position  on  the  previous 
line  The  down-arrow  key  moves  the  cursor  to  tfie  same  column  position  on  the  next 
line 


MOVE  AROHNP 


®® 


0/"  \  The  left-arrow  and  right-arrow  keys  move  the  cursor  one  character  to  the  left  or 
I  ^^  J  right,  respectively  They  cannot  cross  the  margins  ot  a  line,  and  they  do  not  change 
^ — ^  the  direction  mode  as  the  BACK  UP  and  ADVANCE  keys  do 


Cf 


Pressing  Gold  left  arrow  moves  the  cursor  to  the  beginning  of  the  current  line 
Pressing   Gold    nght-arrow   moves   the   cursor   to   the   kimA   of   the   current   line 


\.     .  'V.     ' 


:> 


if  you  want  to  move  through  a  document  whilo  seeing  each  line  of  the  text  scroll" 
by,  press  Gold  ADVANCE  Try  it  If  you  want  to  watch  it  scroll  bacK  to  the  beginning, 
press  Gold  BACK  UP 

The  PAGE  and  <>k«ys  did  the  same  things  as  Gold  ADVANCE  and  Gold  BACK 
UP,  but  only  because  the  document  you  re  editing  now  doesn  t  contain  the  things 
that  make  PAGE  and'    -stop 

Pressing  Gold  BOT  DOCMT  the  Gold  function  of  the  B  key,  moves  the  cursor  to  the 
bottom  (end)  of  the  document  faster  than  Gold  ADVANCE,  but  you  don  t  get  to 

watch  the  text  go  by   Try  it 

Pressing  Gold  TOP  DOCMT.  the  Gold  function  of  the  T  key,  moves  the  cursor  to  the 
top  (Start)  of  the  document  faster  than  Gold  BACK  UP,  but  you  don  t  get  to  watch 
the  text  go  by   Try  it 

If  you  have  put  NEW  PAGE  marks  or  PAGE  MARKERS  in  your  document  you  can 
move  a  specified  numoer  of  pages  by  pressing  Gold  JUMP  PAGE  (Press  the  Gold 
key  with  the  J  key  JUMP  PAGE  is  not  printed  m  gold  on  your  keyboard  You  can 
use  the  HELP  feature  discussed  on  page  31  of  this  manual  to  see  the  JUMP 
PAGE  key  ) 

You  will  see  this  message  on  the  bottom  of  yOur  screen 

Enter  numb«r  of  pag«s  to  jump 

Reply  by  typing  the  number  of  pages  you  wanr  to  move    Then  press  eithf/r  the 
ADVANCE   or   BACK   UP  key    depending  on  the  direction  you  want  to  move 
(Pres'^ng  the  RETURN  Key  wtii  also  move  the  cursor  forward  ) 

Enter  number  of  page«  to  )ump    3 

A  line  will  appear  on  the  tx)ttom  of  your  screen  telling  you  how  far  and  m  what 
direction  DECtype  is  moving 


Moving  3  pA9««  forw«rrt    — 
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The  cursor  will  be  placed  at  the  beginning  ot  the  third  page 


If  you  want  to  move  the  cursor  backward.  rornerTiber  to  include  the  page  you  art- 
working  on  in  the  count  For  example,  if  you  want  to  move  back  to  the  third  pagt* 
before  the  one  you  are  on  you  must  answer  4  to  the  question  The  lop  of  the 
current  page  counts  as  the  first  page  of  backward  movement 


If  you  want  to  cancel  a  JUMP  PAGF  command  t)efore  you  have  typml  m  the  fiurnber 
of  pages  press  the  RETURN  key  Ifiis  is  the  same  as  nntenng  a  JUMP  of  zero 
pages 


HOW  TO   Suppose  you've  pressed  Gold  ADVANCE,  text  is  scrolling  up  the  screen  and  you 
STOP  MOVING    see  something  go  by  that  you  want  to  change   How  can  you  stop  the  cursor'^  By 

pressing  Gold  HALT,  the  Gold  function  of  the    (accent)  key  on  the  top  ot  the  mam 
keyboard   In  mos'  cases   Gold  HALT  stops  the  motion  at  your  terminal 


(Of  m  untuccesstui  ix^tUcai 


•f 


A»  youf  n»pt  president   i  mj\.M  Uk»  fo  nutiiOiTmv  plan  on  our 
nation  s  most  pressif^  DfoOiem,  Hfiorgy  it^le'y    yuii  have  f'«ard 
many  otNif  candidatas  fill  you  with  allying  but  unattainable 
promts«s   I  intend  to    le<l  it  like  it  is/'' I  hear  of 


fitentlef ) 


wiriyjills,  sr)lar  anefqy    moving 
f  (ht?  sunimef TDn«»  fait  is 
(iru)  diA    We  can  insulate  our 

uy  furcortts  '<ir  the  cold  and 
t   I  asK  you  my  fellow 


outlandish  plans  such  as 

TOf  the  *(intef  »rn\ 
-eftalp    we  are  runnmc 
houses   stop  driving  ou'^ 
biKinij  fof  tr>«  warm  v^eather 
Americans   'S  all  this  necessary' 

I  have  f^e  a.'^swer  to  ail  our  nmnis     si/yar    I  knovv  this  will 
surprise  yOuA^ut  most  Arr^eri  ans  <Jo  no^  kr\of»  th.\\  am  bum  10 
times  more  calor/es  than  wo  r^eed  to  ^rvjje  If  we  would  stop 
•attng  carnty  and  other  suq^fproducts,  we  would  have  energy  that 
would  b*»  Sufficient  for  heating  our  homes  till  year  ^Inij^gme 
0jn\\  we  need  to  do  to  make  this  happen  (s  to  stopA^ating  sweots 
All  these  sweets  carr  [hen  be  sent  to  p(Htessingi>i;vits  to  "\ik»» 
into  heating  fuel  Jl««.rci.  tV.«  iS  a-r*  «- 


When  I  wli#iOy  we  didn  t  need  to  worn/  about  energy  bi|iMN>  we 
didn  t  use  t^at  much    l  rpmemtwr  many  a  lold  wirMef  s  diy  wtWn 
we  sat  m  front  of  the  H||^li  wood  'iro   Who  needed  to  heal  the 
whole  house  when  we  <  ould^ogetNy/CFjin  front  of  the 
fireplace''  What  ha.s  happened  to  family  togetherness "^  Now  we  run 
off  to  our  own  rcxjms  to  keep  warm  by  ourselves 

But  I  digress        let  s  get  baclylf)  sugar    This  is  a  vaiuat)U« 
product  —  too  valuabkj  to  •*!   Let  me  i  ite  you  some  figurMs 
comparing  fuel  consumpf^nd  sugar  (  onsumption   in  19(X)  we  usm) 
200,000  tons  of  coal  and  bO  000  gallons  of  oil  a  day  In  that 
ypflr    Ameri(  ans  Aim:-,  consumB/*(0  000  pounds  of  sugar  a  day 
In  19^0  we  use«l  2  000  000  tons  of  coal    ^50,000  gal/is  of  i>ii  a 
day  and  600  000  pounds  of  sugr.i  a  day   You  can  sea  th,0  w*»  use 
so  much  more  fuel  and  sugar  t(x1.«y    if  we  Lut  down  rn  sugar    you 
can  see  that  we  should  also  cut  down  or  fuel    The  tx  nus  is  that 
we  can  then  prwess  the  sugar  to  meet  our  heatmg  n  M»ds 

o 


.W»M 


.«i 
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r^J^  Suppose  you  press  the  Gold  key  and  then  changed  your  mind  and  decided  you 
wanted  to  continue  typing.  How  could  you  cancel  the  Gold  key?  By  pressing  HALT. 
When  you're  typing.  Gold  HALT  has  no  effect.  This  is  another  way  in  which  Gold 
HALT  is  useful. 


By  the  way.  if  you  do  want  to  use  a  Gold  function  and  you  cant  remember  whether 
you  pressed  the  Gold  key.  just  press  it  again. 

NOW  USE  WHAT   Return  to  the  top  of  the  document.  (There  are  several  ways  to  do  this.)  The  first 
YOU'VE  LEARNED   mistake  in  the  document  SPEECH  is  in  the  first  line  of  the  first  paragraph.  The  word 

"nest"  should  be  changed  to  "next."  You  need  to  change  the  "s"  to  an  "x  ' 
Remember,  before  you  can  change  anything  in  the  document,  you  must  move  the 
cursor  to  the  spot  to  be  changed —  to  the  "s"  in  "nest."  Here  IS  one  good  way  to  do 


1  Press  ADVANCE  to  be  sure  you're  "shifted  into  forward." 

2  Press  PARA  to  get  to  the  start  of  the  first  paragraph. 

3  Press  WORD  twice  to  get  to  the  start  of  the  word  "nest." 

4  Press  ADVANCE  twice  to  move  the  cursor  to  the  "s." 


There  are  other  ways  to  get  there,  of  course.  For  instance,  in  step  3  you  could  press 
WORD  three  times  to  get  to  the  start  of  the  word  "president"  and  then  BACK  UP  to 
the  character  "s." 


DELETE   To  make  the  correction,  you  must  do  two  things,  remove  the  incorrect  text,  and  type 
FUNCTIONS    ^^®  correct  text.  In  this  case,  the  incorrect  text  you  must  remove  is  the  character 

"s"  that  the  cursor  IS  pointing  to  The  correct  text  to  add  IS  the  character  "X." 


In  Lesson  2.  you  read  about  the  rubout  functions.  They  remove  text  you  just  typed. 
You  could  remove  the  s  by  moving  the  cursor  past  it  —  as  though  you  had  just 
typed  It  —  and  pressing  RUB  CHAR  OUT  But  when  the  mistake  is  already  in  the 
document,  a  simpler  way  is  to  use  a  delete  function. 


There  are  two  delete  functions;  DEL  WORD  (delete  word)  and  DEL  CHAR  (delete 
character).  They  are  red  keys  on  the  mini-keyboard  DEL  CHAR  deletes  the 
character  at  the  cursor  position  DEL  WORD  deletes  the  word  to  the  nght  of  the 
cwsor  (Remember  that  the  RUB  WORD  a'^'^  R'  'R  pmar  wov/q  Hpiptp  tho  wnrd  nr 
character  to  the  left  of  the  cursor.) 


In  this  case,  you  want  to  remove  one  character  and  the  cursor's  pointing  at  that 
character,  Just  press  DEL  CHAR  The  "s"  is  gone.  Now  type  "x".  The  error  is 
fixed. 


• 
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ONTO  The  next  mistake  in  the  document  IS  tour  lines  down.  The  word  "winvvills"  should 
THE  NEXT    be  "windmills".  You  must  change  the  letter  "w"  to  "dm".  It  works  exactly  the  same 
CORRECTION    way.  Move  the  cursor  to  the  unwanted  "w".  press  DEL  CHAR  once,  then  type 
"dm". 


Next,  the  words  "north"  and  "south"  in  that  same  sentence  should  be  reversed. 
Although  you'll  soon  learn  how  to  pick  up  a  word  and  move  it  somewhere  elsa,  .t  s 
probably  simpler  in  this  case  to  just  delete  "north"  and  type  in  "south". 


Move  the  cursor  to  the  letter  "n"  in  "north."  Now  press  DEL  WORD  and  look  at  the 
screen.  Remember  that  DECtype  considers  spaces  and  other  invisible  characters 
following  a  word  to  be  part  of  that  word,  so  you  also  deleted  the  space  after 
'north."  Now  type  "south"  and  one  space.  Then  move  the  cursor  forward  to 
"south"  and  change  it  to  "north"  in  the  same  way. 


UN-DELETING  What  if  you  deleted  some  text  by  mistake?  Can  you  get  it  back?  Yes  Here  are  the 

four  rubout  and  two  delete  functions  with  which  you  can  delete  text: 


I    SENT  ^ 


Any  time  you  use  any  of  these  six  functions,  DECtype  saves  the  text  it  took  out  of 
the  document.  If  you  want  the  text  back,  press  either  Gold  DEL  CHAR  or  Gold  DEL 
WORD.  (When  used  with  the  Gold  key,  these  two  keys  do  exactly  the  same  thing.) 
DECtype  will  put  the  last  piece  of  text  you  removed  (a  character,  word,  sentence,  or 
line)  back  into  your  document,  just  as  though  you  had  retyped  it. 


There's  one  thing  to  remember  about  recovering  text  this  way:  it  only  works  tor  the 
last  piece  of  text  you  removed.  For  instance,  if  you  press  RUB  WORD  OUT  three 
times,  you'll  remove  three  words  from  your  document.  Pressing  Gold  DEL  CHAR  or 
Gold  DEL  WORD  will  only  recover  the  last  word  you  rubbed  out. 


Try  it.  Leaving  the  cursor  right  where  it  is  now,  press  Gold  RUB  SENT.  You  have 
just  removed  most  of  a  sentence.  Now  press  Gold  DEL  CHAR.  It  comes  right  back. 
If  you  continue  to  press  Gold  DEL  CHAR  or  Gold  DEL  WORD,  you  will  insert 
multiple  copies  of  this  sentence. 
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L 


THE  TRUE  CURSOR 


The  blii|J<ing  cursor  calls  your  attention  to  the  current  position  m  the 
document  you're  editing.  Although  the  cursor  points  to  a  character  in  the 
document,  your  true  "current  position"  in  a  document  is  always  between 
two  characters.  For  instance,  if  you  type  some  text,  DECtype  inserts  it 
between  two  characters:  the  characters  at  and  just  before  the  cursor 
position. 


If  your  cursor  is  a  box,  think  about  the  left  edge  of  the  box.  If  you  have  an 
underline  cursor,  imagine  a  line  coming  up  from  the  left  end  of  the 
cursor: 


Now  is  the  [time  for  ail  good  r  len  to 


By  imagining  this  vertical  line,  you  can  see  your  text  divided  into  two 
parts:  the  part  before  the  line  and  the  part  after  the  line.  The  visible 
cursor  and  the  "character  at  the  cursor  position"  are  both  to  the  right  of 
the  vertical  line. 


The  rubout  functions,  such  as  RUB  CHAR  OUT,  remove  text  to  the  left  of 
the  vertical  line.  The  delete  functions,  such  as  DEL  CHAR,  remove  text 
to  the  right  of  the  line.  In  this  example,  if  you  wanted  to  remove  the  "t"  in 
"time,"  you  would  use  a  delete  function,  not  a  rubout  function. 


If  you  type  a  character,  it  is  inserted  just  before  the  vertical  line. 
appears  after  the  space  and  before  the  "t." 


It 


Although  this  manual  refers  to  the  cursor  "moving  through  the  text,"  the 
cursor  actually  rer  dins  on  the  middle  line  of  your  screen.  When  you  use 
the  distance  keys  for  more  than  one  line,  the  text  moves  up  and  down, 
but  the  cursor  always  remains  on  the  middle  line. 


J 


CHANGING  ^^®  "®^^  change  involves  invisible  characters.  The  author  of  this  speech  wants  the 

THE  ^^^^  sentence  to  start  a  new  paragraph.  The  person  who  typed  the  speech  used 

SPACING  OF  ^°  spaces  to  separate  sentences  within  a  paragraph,  and  used  two  returns  to 

ypyl!  separate  paragraphs  from  each  other.  To  make  a  new  paragraph,  therefore,  you'll 

1 1 A  I  have  to  remove  two  spaces  and  add  two  returns. 


Move  the  cursor  to  the  space  just  following  the  period: 


winter  and  north  for  the  summer.   One  fact  is 
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The  delete  and  ruboul  keys  also  work  on  invisible  characters.  Press  DEL  CHAR 
twice  to  remove  the  two  spaces  that  separate  the  sentences. 

winter  and  north  for  th«  summer. One  (act  is  certain, 

Now  press  RETURN  twice.  Remember  from  Lesson  2  that  RETURN  doesn't  just 
move  the  cursor,  it  puts  an  invisible  character  in  the  document  that  pushes  text 
apart. 

That  mistake  is  now  corrected.  If  you  wanted  to  combine  two  paragraphs,  you 
would  move  to  the  beginning  of  the  second  paragraph,  remove  the  two  returns  by 
pressing  RUB  CHAR  OUT  twico,  and  type  two  spaces. 


REWRAPPING  You  learned  in  Lesson  2  that  DECtype  automatically  inserts  word  wrap  returns  as 
you  type  a  document.  Every  time  you  type  past  the  right  margin,  DECtype  moves 
the  word  you're  typing  to  the  start  of  a  new  line.  What  happens  if  you  make  changes 
to  that  documenf?  If  you  add  or  delete  words  the  word  wrap  returns  might  not  be  at 
the  end  of  a  line  anymore. 

Any  time  you  make  a  change  in  a  paragraph,  you  must  move  the  cursor  forward  to 
the  end  of  the  paragraph  so  DECtype  can  figure  out  where  the  lines  now  end  and 

put  in  new  word  wrap  returns,  (in  this  exercise,  you'll  be  doing  (hat  anyway  as  you 
move  forward  to  make  the  next  corrections.) 


SWAPPING    "l"^©  f^e^l  problem  is  that  the  word  "caol"  should  be  "coal   "  You  already  know  one 

way  to  fix  this  mistake,  rub  out  or  delete  the  incorrect  letters  and  type  the  correct 
ones.  But  the  problem  with  "caol"  is  that  two  letters  next  to  each  other  are 
reversed.  This  is  such  a  common  mistake  that  DECtype  has  a  special  function  to 
take  care  of  it.  The  function  is  called  SWAP,  and  you  use  it  by  pressing 
Gold  <'-  >  (the  angle  bracket  key  <>  is  on  the  minikeyboard). 


O 


/^\ 


<> 


\J 


To  swap  the  "a"  and  the  "o"  in  "caol,"  move  the  cursor  over  the  "a"  —  the  first  of 
the  two  reversed  characters.  Then  press  Gold  <  >  .  It's  fixed. 


NONBREAKING  The  next  change  to  be  made  to  this  document  involves  a  word  wrap  return   The 
SPACE  author   has    indicated   that   he   wants   the   words    "my   fellow   Americans"    to 
appear  on  one  line.  The  words  are  currently  separated  by  a  word  wrap  return. 

Move  the  cursor  to  the  m  in 'my  fellow  '  Press  RETURN.  This  causes  the  words  to 
fall  on  the  same  line,  as  the  author  wants,  but  this  is  not  a  complete  solution  If  you 
make  other  changes  to  this  paragraph  you  might  cause  the  words  to  be  separated 

again.  To  insure  that  the  words  always  fall  on  the  same  line  they  must  be  separated 
by  nonbreaking  spaces. 

Words  separated  by  a  nonbreaking  space  will  always  appear  on  the  same  line  If 
two  words  are  separated  with  a  nonbreaking  space  and  one  of  the  words  crosses 
the  right  margin,  both  words  will  be  wrapped  to  the  next  line. 

A  nonbreaking  space  is  inserted  by  pressing  the  Gold  key  before  pressing  the 
space  bar 
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space  t>af 


Press  Gold  VIEW  Nonbreaking  spaces  Iook  just  like  regular  spaces  in  your  text. 
You  can  only  see  a  nonbreaking  space  when  you  are  in  view  mode  Seeing  the 
nonbreaking  space  will  aid  you  in  this  example 

"NMove  the  cursor  to  the  t  m  the  word  'fellow'   Press  RUB  CHAR  OUT  to  delete  the 

->'space  between  the  words  'my    and    fellow'    Now  press  Gold  SPACE  BAR    You 

have  inserted  a  nonbreaking  space  between  the  two  words  Move  the  cursor  to  the 

A  in    Americans,    press  RUB  CHAR  OUT  to  delete  the  space,  and  press  Gold 

SPACE  BAR  to  insert  another  nonbreaking  space 

Now  all  three  words  will  always  appear  on  the  same  line,  regardless  of  the  changes 
you  make  to  this  paragraph. 

Go  through  the  document  and  fix  the  other  mistakes  When  you  re  done,  be  sure  to 
advance  through  the  last  paragraph  of  the  document  to  make  DECtype  put  word 
wrap  returns  where  the  lines  now  end  Then  tile  the  document  (by  pressing  Gold 
FILE  DOCMT)  and  print  it  las  you  did  with  POLICY  m  Lesson  2)  Look  at  the  printed 
copy  when  it  comes  out  to  make  sure  no  problems  remain  It  ttiere  are  still  problems 
in  the  document,  you  can  edit  it  again 


SEARCHING  advance,  back  up   and  »he  blue  distance  keys  are  convenient  when  you  know 

■   FOR  A  the  positions  of  both  the  cursor  and  the  text  to  which  you  want  to  move,  and  they're 

WORD  OR  "°^  ^°°  ^^^  3part    In  small  documents,  such  as  those  you've  been  editing,  these 

PHRASE  ^®ys  3''®  3li  you  need  to  get  around 

In  larger  documents,  you  want  to  be  able  to  point  the  cursor  to  a  piece  of  text,  even 
if  you  don  t  know  how  tar  away  from  It  the  cursor  IS  now  You  want  to  give  DECtype 
the  word  or  phrase  and  mane  DECtype  find  it  m  the  document  The  functions  that 
let  you  do  this  are  called  the  search  functions 

There  is  another  document  m  your  index  that  was  sent  to  you  with  DECtype  It  is 
named  EDUCA   Use  the  E  option  from  the  fvlain  Menu  to  edit  this  document 

On  the  next  few  pages  is  the  text  of  the  document  EDUCA  For  now.  ignore  the 
handwritten  comments  at  the  edge  of  the  document  You  can  now  see  the  first  few 
lines  of  this  document  on  your  screen  Suppose  you  wanted  to  move  the  cursor  to 
the  paragraph  wh-ch  begins  There  is  evidence  In  other  words,  you  want  to 
search  for  those  three  words  The  piece  of  text  you  want  DECtype  to  find  is  called 
the  search  phrase  To  teii  DECtype  to  search,  press  Gold  SRCH.  the  Gold  function 
of  the  left  angle  bracket  key 

On  the  bottom  of  the  screen  ycu  now  see  this 


Enter  searcn  phrase; 

Type  the  words  "There  is  evidence"  If  you  make  a  typing  error  you  can  correct  it 
with  the  RUB  CHAR  OUT  key  You  can't  use  the  other  RUB  OUT  or  DELete  keys. 
After  you  type  the  three  words,  here's  what  you  should  see. 

Enter  search  phrase    There  is  evidence 
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Make  sure  this  is  exactly  what  you  typed  (be  sure  not  to  use  all  uppercase  leltnrs 
See  the  inset  entitled  "Typing  the  Search  Phrase  for  mere  mtormation  )  Now 
press  RETURN,  and  DECtype  will  start  looking  through  the  document  you  re 
editing  for  a  place  where  those  three  words  occur  This  will  take  a  little  while,  since 
DECtype  has  to  move  forward  through  the  document  )ust  as  you  would  with  the 
distance  keys  When  it  finds  tfie  phrase,  it  displays  that  part  of  the  document  Jhe 
cursor  moves  to  the  start  of  the  phr^ise 


NOTE 


//  DECtype  can't  find  (he  ptiraae  in  tho  document  it 
will  sound  the  tone,  display  ttw  message.  Sean  h 
phrase  not  found.  "  and  leave  ttie  cursor  at  the  end 
of  the  document  In  this  example,  it  probably  means 
you  made  a  typing  mistake  when  you  were  typing 
the  search  phrase  DECtype  did  search  for  the 
phrase  you  told  it  to  search  for  -  but  tyecause  of 
your  typing  error,  it  could  find  no  such  phrase  m  the 
document  You  will  learn  how  to  search  backward, 
but  for  now  go  back  to  the  top  of  the  document  and 
try  again 


CANCELLING  If  you  ever  asK  DECtype  to  search  and  then  change  your  mmd  (decide  you  don't 
A  SEARCH  want  DECtype  to  search),  here's  how  to  cancel  tho  search   Frst,  rub  out  whatever 
you  typed  after     Enter  search  phrase      Then  )ust  press  Gold  HALT 

What  if  you  ve  already  typed  a  search  phrase  And  pressed  RETURN^  The  search  is 
in  progress  DECtype  is  moving  through  the  document  You  can  st'll  cancel  the 
search  by  pressing  Gold  HALT  Depending  on  how  long  you  wait  before  pressing 
Gold  HALT,  the  cursor  will  be  some  distance  away  from  where  it  was  when  you 
started 


TYPING  THE  SEARCH  PHRASE 

If  s  important  to  type  the  search  phrase  accurately  If  you  re  looking  for 
the  word  manager'  but  you  type  manger  DECtype  simply  won  t  find 
what  you  want  it  to  find 

There  are  several  other  rules  that  apply  to  all  searches 

•  DECtype  looks  for  the  letters  you  type  either  as  a  word  or  a8# 
part  of  a  word  For  instance  if  you  type  "the"  as  the  search 
phrase.  DECtype  will  find  an  occurrence  of  the  "  or  "them  " 
or  masthead  or  any  other  word  that  contains  the  letters 
"the," 

•  If  you  want  DECtype  to  find  complete  words  only,  type  a 
space  before  and  after  the  search  phrase  For  instance,  you 
can  make  DECtype  search  tor  the '.  ensuring  that  DECtype 
only  stops  when    the    occurs  as  a  word. 
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•  The  only  things  you  can  include  in  the  |m|rch  phrase  iP# 
visible  cfiaracters  and  spaces  In  the  enample  above. 
DECtype  would  not  find  an  cx:curience  of  the  word  the  at 
the  start  ot  a  par.ujraph  because  the  would  not  be 
preceded  by  a  spate  but  instead  by  a  carru^ge  return 

•  DECtype  ignores  word  wrap  returns  that  it  put  in  the 
document  DECtype  will  tmd  the  search  phrase  even  if  it  has 
wrapped  part  of  the  phrase  to  another  line 

•  Lowercase  letters  m  a  search  phrase  will  search  for  lowercase 
letter  or  uppercase  letters  Uppercase  letters  m  a  searrh 
phrase  will  search  for  uppercase  letters  only 

DECtype  can  search  for  a  search  phrase  contaifung  up  to  50  visible 
characters  or  spares 


CONTINUf.  The  search  phrase  ycu  typed  rnay  .ippear  more  than  once  m  \he  document  yuu  re 

SEARCH  editing  When  you  asK  DECtype  to  search,  it  stops  wher^  it  finds  the  first  occurrence 

of  the  search  phrase   To  make  DECtype  rnove  to  the  next  (x:currence  of  the  search 

phrase    press  Gold  CONT  SRCH    DECtype  doesn  t  asK  you  to  '  Enter  search 

phrase     this  time,  a  uses  the  phrase  you  typed  last  time 


O 


SHCM 


Press  Gold  CONT  SRCH  the  Gold  function  of  the  right  angle  bracket  Key  This 
asKs  DECtype  i?  your  search  phrase  (There  ts  evidence)  appears  again  m  the 
document  In  a  short  time,  DECtype  will  sound  the  tone,  since  the  search  phrase 
doesn  t  appear  again  ,n  this  document  The  cursor  is  now  at  the  bottom  of  the 
document. 


You  will  learn  about  another  search  key.  Gold  SHCH  &  SEl ,  m  Lesson  10 


SEARCHING  In  Lesson  2.  you  saw  that  the  blue  distance  keys  could  go  backward  as  well  as 
BACKWARD   forward   You  can  make  DECtype  search  backward  too   You  decide  which  way  you 
want  to  search  after  you  type  thp  search  phrase 

•  If  you   want   to   search   forward   (toward   the  end  of  the   document),   prt»ss 
ADVANCE  after  you  type  the  searrh  phrase 

•  If  you  want  to  search  backward  (toward  the  start  of  the  document),  press  BACK 
UP  after  you  type  the  search  phrase 

When  you  did  a  search  earlier,  you  pressed  RETURN  after  typing  the  search 
phrase  RETURN  has  the  same  effect  as  ADVANCE 


How  do  you  decide  whether  to  search  forward  or  backward'^  Normally,  to  search 
through  the  entire  document  you  d  go  to  the  start  of  the  document  and  search 
forward,  or  you'd  go  to  the  end  of  the  document  and  search  backward    But  the 
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more  text  DECtype  searches  through,  the  longer  the  search  takes.  A  forward 
search  when  the  cursor  isn't  at  the  start  of  the  document  lets  you  search  only  the 
area  beyond  the  cursor.  A  backward  search  lets  you  search  only  the  area  before  the 
cursor.  So  these  choices  may  let  you  save  time. 


You're  at  the  end  of  the  document  now.  Search  backward  for  the  search  phrase 
"the  first": 


1  Press  Gold  SRCH.  DECtype  asks  you  to  "Enter  search  phrase:" 

2  Type  "the  first". 

3  Since  you  want  to  search  backward,  press  BACK  UP.  The  search  has  begun. 


When  you  find  those  words  in  the  document,  press  Gold  CONT  SRCH  to  keep 
searching.  If  DECtype  was  searching  backward  and  you  tell  it  to  continue 
searching,  it  keeps  going  backward.  Find  out  how  many  times  the  words  "the  first" 
appear  in  the  document  by  continuing  the  search  until  the  tone  sounds. 


REVERSING  Whenever  DECtype  is  searching  and  you  halt  it  or  it  runs  into  the  bottom  or  top  of 
DIRECTION  the  document,  the  search  stops  and  the  tone  sounds  (because  DECtype  didn't  find 

what  it  was  looking  for).  Now  if  you  tell  DECtype  to  continue  searching,  it  moves  in 

the  opposite  direction.  Here's  what  this  means  to  you: 


If  you  start  DECtype  searching  and  change  your  mind,  deciding  you  wanted 
DECtype  to  search  in  the  opposite  direction,  press  Gold  HALT  Gold  CONT 
SRCH. 


If  you're  in  the  middle  of  the  document,  you  can  search  for  something  in  the 
direction  you  think  it's  most  likely  to  be.  If  DECtype  can't  find  it.  but  runs  into 
the  end  of  the  document,  you  can  press  Gold  CONT  SRCH  to  tell  DECtype  to 
change  direction  and  search  the  entire  document. 


You're  now  at  the  start  of  the  document  because  DECtype  couldn't  find  any  more 
occurrences  of  'the  first."  Press  Gold  CONT  SRCH.  Where  will  the  cursor  go? 
DECtype  reverses  direction,  searches  forward,  and  stops  when  it  finds  the  first 
occurrence  of  "the  first"  in  the  document. 


MOVING  -°°*^  ^*  ^^®  copy  of  Education  in  Early  America  in  this  manual.  This  is  the  document 

TEXT  !:^"'®^  EDUCA  on  your  storage  device.  The  author  has  written  "CUT  #1"  and 

II^IDE  A  '^^^^^  ^^     '"  ^^®  margin.  Tfi.s  means  that  you  must  move  the  section  "School 

DOCUMPNT  ^^''"'^^''®  ^^  ^^^^ '^ '^  ^®^°''®  ^^®  section  "Instructional  Tools." 
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You  want  to  select  four  paragraphs  (DECtype  thinks  of  the  heading  as  a  paragraph 
too).  Move  the  cursor  away  from  the  select  mark,  by  pressing  PARA  four  times  You 
have  now  selected  the  section  "School  Furniture,  '  all  the  text  from  the  start  of  its 
heading  to  the  start  of  the  next  heading. 


Once  again,  you've  used  a  white  key  (SEL)  to  tell  DECtype  what  to  do  (select  some 
text),  and  then  you've  used  blue  distance  keys  to  tell  DECtype  how  far  (four 
paragraphs).  To  tell  DECtype  to  select  four  paragraphs,  you  simply  press  SEL 
PARA  PARA  PARA  PARA. 


CUT  There  are  three  red  keys  on  the  mini-keyboard.  They  are  red  because  they  remove 
text  from  the  document  you're  editing.  You've  already  learned  about  two  of  these 
keys,  DEL  CHAR  and  DEL  WORD.  They  delete  text  at  the  cursor  position  By 
pressing  Gold  DEL  CHAR  or  Gold  DEL  WORD,  you  can  recover  the  text  The  third 
red  key  is  CUT.  It  also  removes  text  from  the  document  you're  editing,  and  you  can 
get  this  text  back  too.  but  in  a  different  way. 


The  CUT  key  takes  the  selected  text  out  of  your  document  and  puts  it  into  a  place 
called  the  pasfe  area.  It  also  removes  the  select  mark,  since  you're  done  with  it 


Look  at  the  screen  and  press  CUT.  The  section  "School  Furniture"  will  disappear. 
The  section  "Instructional  Tools  '  is  now  next  to  the  section  "The  Hornbook." 


You  have  cut  "School  Furniture"  out  of  the  document.  But  the  text  isn't  lost;  you 
can  get  it  back.  In  fact,  you  can  put  it  back  in  the  document  in  a  different  place  from 
where  you  got  it. 


USING  CUT  Sometimes  when  you  use  CUT.  you  may  not  want  to  put  the  text  back  into  the 
TO  DELETE  TEXT  document.  You  may  want  to  take  it  out  of  the  document  altogether.  In  this  case,  you 

just  leave  the  text  in  the  paste  area.  You've  used  the  CUT  key  with  only  five  other 

keystrokes  to  cut  four  paragraphs  out  of  the  document.  That's  a  lot  faster  than  the 
delete  or  rubout  functions. 


PASTE  In  this  case,  you  do  want  to  return  "School  Furniture"  to  the  document  Remember 
that  before  you  can  make  a  change  to  a  document  (such  as  adding  "School 
Furniture"  to  it),  you  have  to  move  the  cursor  to  the  point  of  the  change 


Move  the  cursor  back  to  the  start  of  the  section  "Instructional  Tools, 
way  is  to  press  BACK  UP  once  and  then  press  PARA  five  times.) 


(One  good 


©Press  PASTE,  the  black  key  on  the  mini-keyboard.  This  key  tells  DECtype  to  type 
whatever  is  in  the  paste  area  back  into  the  document.  You've  just  moved  that  entire 
section. 
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REVIEW  Now  do  It  again  with  "CUT  n2"  Follow  these  steps  to  move  a  piece  of  text: 


1  Moye  the  cursor  to  the  start  of  the  text  In  this  case,  it's  probably  quickest  to  do  a 
search  Press  Gold  SRCH.  Type  "At  the  top  of  the  paper"  as  the  search 
phrase  Press  ADVANCE  or  RETURN  to  specify  a  forward  search  The  cursor 
moves  to  the  start  of  the  paragraph— the  start  of  the  text  you  want  to  cut 

2  Press  SEL  to  insert  a  select  mark  at  the  start  of  the  text 

3  Move  the  cursor  to  the  end  of  the  text  Since  you  want  to  cut  one  paragraph,  just 
press  PARA  once  The  cursor  is  now  at  the  start  of  the  next  paragraph  The 
spacing  between  paragraphs  is  part  of  the  first  one  You  will  be  cutting  it  out  of 
the  document  too. 


4  Press  CUT  to  remove  the  text  from  the  document. 

If  you  just  wanted  to  remove  the  paragraph,  you'd  stop  after  step  4   To  move  the 
paragraph  to  a  different  place  in  the  document,  continue  reading; 

5  Move  the  cursor  to  where  you  want  the  text  to  move  In  this  example,  you  can  do 
this  by  pressing  BACK  UP  PARA. 

6  Press  PASTE  to  make  DECtype  retype  the  contents  of  (he  paste  area. 
You  will  learn  more  about  cutting  and  pasting  in  the  inset  m  Lesson  5 


MAKING  COPIES  The  text  you  cut  out  of  the  document  is  still  in  the  paste  area   If  you  wanted,  you 

could  press  PASTE  again  and  insert  another  copy  of  the  same  text  m  your 
document 


What  happens  if  you  press  CUT  again'?  DECtype  sounds  the  tone  and  displays  the 
message  No  appropriately  selected  text  "  The  CUT  key  only  works  after  you've 
used  the  SEL  key  to  select  some  text  If  there  is  no  selected  text,  DECtype  doesn't 
know  what  to  cut. 


WARNINGS  There's  only  one  paste  area,  and  it  can  only  hold  one  piece  of  text  at  a  time  When 
ABOUT  THE  you  cut  a  piece  of  text  into  the  paste  area,  whatever  was  in  the  paste  area  before  is 
PASTE  AREA  lost.  If  you  have  several  pieces  of  text  to  move  to  different  locations,  be  sure  to 
finish  pasting  the  first  one  before  cutdng  the  second  one. 


The  paste  area  is  also  cleared  whenever  you  use  the  F  option  from  the  Mam  Menu, 
telling  DECtype  that  you  are  finished  using  it  The  F  option  is  explained  later  in  this 
lesson. 


The  paste  area  is  only  as  big  as  your  storage  area  allows  If  you  cut  more  text  than 
your  paste  area  has  room  for,  DECtype  will  display  a  message  stating  that  there  is 
not  enough  room  in  the  paste  arei",  and  no  text  will  be  cut. 
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If  you  are  going  to  use  a  piece  of  text  often,  you  may  want  to  enter  it  into  a  library 
rather  than  into  your  paste  area   See  Lesson  1 1  tor  an  explanation  ot  libraries. 


MOVING 
TEXT 
BETWEEN 
DOCU- 
MENTS 


The  paste  area  may  be  used  to  replace  one  phrase  for  another  throughout  a 
document  This  feature,  called  SEARCH  AND  SELECT,  is  explained  m  Lesson  10 

How  do  you  get  a  piece  of  text  from  one  document  to  another'>  You  can  use  CUT 
and  PASTE;     , 


1 

2 
3 
4 
5 
6 


Fdit  the  document  that  contains  the  text  you  want. 

out  the  text  out  of  that  document. 

File  the  dcKument. 

Edit  the  document  that  needs  the  text. 

Paste  the  text  into  that  dcH:ument. 

File  the  document. 


The  contents  of  the  paste  area  is  not  lost  when  you  file  a  document,  as  long  as  you 
don  t  use  the  Fiimshed  usmg  the  system)  option  on  the  Mam  Menu 

Another  way  to  move  text  between  documents  is  to  use  Gold  GET  DOCMT    This 
key  copies  an  entire  dcxument  into  the  one  you're  editing 


EXAMPLE 


O 


'i.KKM' 


Right  now,  you  re  editing  a  large  document  name<1  EDUCA  Earlier,  you  typed  a 
short  document  named  POLICY  Use  Gold  GET  DOCMT  to  put  a  copy  of  POLICY 
inside  the  document  you're  editing. 

Press  Gold  GET  DOCMT,  the  Gold  function  of  the  G  key  DECtype  prints  a  line  on 
the  bottom  of  your  screen  asking  which  document  you  want  to  copy  Type  the  name 
POLICY,  and  press  RETURN  ' 


Enter  document  name    POLICY 


DECtype  types  the  complete  text  of  POLICY  into  the  document  you're  editing   As 
usual,  it  IS  inserted  wherever  you  had  the  cursor  pointing 


Gold  GET  DOCMT  is  faster  than  using  CUT.  filing  one  document,  editing  another 
one,  and  pressing  PASTE 
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If  the  document  POlICY  was  on  your 
Manager  s  index,  you  would  type 
'0  POLICY"  as  the  name  ot  the 
document  The  "O  '  tells  DECtype  to 
copy  it  from  the  Manager's  index, 


RSX  OR  VAX/VMS  USERS 

If  you  have  sutticient  prlvlk>g♦^  you 
may  use  Gold  GET  DOCMT  to  copy  a 
document  from  another  user  r  index 
Ask   your   DECtype   Manager   about 
this 


'     You  may  specify  a  device  or  directory  with  this  command  See    Storage  Devices  and  Directories    m  Lesson  2 
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CTS  300  USER  S  ONLY  (Conl  )  RSX  OR  VAX/VMS  USERS  (Cont  ) 

To  copy  a  document  from  another 
user  s  index,  type  the  name  ot  the 
directory,  enclosed  m  brackets, 
before  the  docurTient  name 


It  you  want  less  than  the  whole  document  you  can  use  Gold  GET  DOCMT  then  tut 
away  the  parts  you  don  t  want  or  press  Gold  HALT  when  the  text  you  want  has 
been  copied 


You  can  use  Gold  GET  DOOM  f  to  change  the  name  of  a  document  Just  create  • 
document  with  the  new  name  and  use  Gold  GET  DOCMT  to  insert  the  text  Then 
delete  the  document  under  the  old  name  The  f»>xt  will  be  identical,  but  the  name 
will  be  changed 


You  can  use  Gold  GET  DOCMT  to  copy  a  document  that  was  not  created  with 
DECtype  See  Chapter  4  of  the  DECtype  Reference  Manual  for  details  about  this 
feature 

BACKWARD  CUT    The  POLICY  document  really  dtwsn  t  belong  m  the  document  you  re  editing  now 

so  let  s  review  the  procedure  for  cutting  it  out 

After  pressing  SEL  you  can  move  the  cursor  forward  or  baci<ward  In  either  case 
the  rule  IS  the  sane  the  selected  text  is  the  text  twtween  the  cursor  and  the  select 
mark    At  the  moment,  you  re  nght  a»  the  end  of  the  text  you  want  to  cut   So  press 
SEL  to  insert  the  select  mark  here 

Now  press  BACK  UP  and  prms  whatever  distance  keys  are  necessary  to  move  the 
cursor  (o  the  start  of  the  text  you  copied  from  POLICY  The  cursor  should  be 
positioned  at  the  letter  D  m  DATE 

Ftnaily.  press  CUT  to  remove  the  selected  text   f-iie  the  document 

UhLcTING  A     The  D  option  from  the  Mam  Menu  lets  you  delete  a  dix:ument  When  you  delete  a 
DOCUMENT    document,  there  is  no  way  to  get  it  tjack  except  to  retype  it   DECtype  makes  sure 

yc  I  know  what  you're  doing  before  it  deletes  a  document 

You  use  the  D  option  in  much  the  same  way  as  you  would  use  the  C(reate)  or  E(dit) 
options  That  is  type  D.  a  space,  the  dtxrument  name  and  press  RETURN  '  If  you 

do  not  enter  a  docurT^ent  name  DECtype  will  display  the  name  of  the  last  document 
accessed    You  can  press  RETURN  m  enter  a  new  document  name   in  this  case, 

type  the  document  name  POLICY   You  will  3  8  something  like  this  on  your  screen 


You  may  specify  a  device  or  directory  \*ith  th.s  command  Sm    Sforaq©  Devces  and  Directones    m  Lessen  2 
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—  Baolniiing  of  dMuimnl  to  b»  Mated  — 


OATf:    tONtolMI 
TO:        OMffttfHon 


CtwnQ9 


Btaetiv*  1  Apr!  1W1,  m  yowp  policy  iwintoort  w«  tochido 
oooMofiol  oosoo  10  Monwy  opttonol  covofOfo.  TMo  offocto 
Oontil  and  litondMI  Modliol  eevorogo  only.  For  oumplo,  N  you 
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«HII  now  hwo  -Of  ippondod  to  R.  Cevonvo  lo  no 

it>ytM«( 


-  Cntrloo  in  Vtm  documont  mdoi  tor  POLICY  - 
poScy  NufflBor ' 


—  k  tMa  IHo  documon.  to  bo  dMotodT  (Voo  or  No) 


■»Ti.7*'"*''v  i.'*i  '^    '■  i** 


Figure  3-1      Deleting  a  document. 


DECtype  shows  you  the  full  name  and  description  of  the  document.  DECtype  also 
shows  you  the  first  few  lines  of  the  document.  The  screen  shows  you  clearly  which 
document  this  is.  Finally.  DECtype  asks  you  if  you  really  want  to  delete  this 
document.  If  you  did.  you'd  type  YES  and  press  RETURN. 


Don't  delete  this  document.  Type  NO  and  press  RETURN,  or  press  Gold  MENU,  to 
recall  the  Main  Menu. 


COPY  INDEX    It  IS  sometimes  useful  to  have  a  printed  copy  of  your  DECtype  index.  The  CI  option 

on  the  Main  Menu  creates  a  document  and  copies  your  index,  or  a  part  of  it.  into  the 
new  document.  A  complete  CI  command  would  look  something  like  this; 


CTS-300  USERS  ONLY 
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CI  dev:MR  REPRTS  index  of  Monthly  Reports  CI  [direc]MR  REPRTS  Index  of  Monthly  Reports 


To  use  the  CI  option  follow  these  steps: 
t       Type  CI,  followed  by  a  space. 


To  use  the  CI  option  follow  theso  steps. 
1        Type  CI,  followed  by  a  space. 
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CTS-300  USERS  ONLY  (Cont.) 

Type  the  name  of  the  device 
whose  index  you  want.  For 
example; 

CI  dev 


With  all  other  Main  Menu 
selections,  the  device  name  is 
optional.  With  CI.  however,  you 
must  type  the  device  name, 
followed  by  a  colon. 

You  can  get  a  partial  list  of  your 
index  by  using  a  search 
parameter.  Any  letters  you  type 
directly  after  the  device  name 
are  a  search  parameter.  If  you 
use  a  search  parameter,  only 
those  documents  whose  names 
start  with  the  specified  letters 
will  be  iiicluded  in  the  list. 

For  example,  if  you  wanted  a  list 
of  your  monthly  reports,  which 
you  have  named  MRJAN, 
MRFEB,  MRMAR,  and  so  on. 
you  can  use  the  search 
parameter  "MR".  Only  the 
documents  whose  names  begin 
with  the  letters  MR  will  be 
placed  in  the  list. 

Cl  devMR 

If  you  don't  use  a  search 
parameter,  all  of  the  documents 
in  your  index  will  be  listed. 

Type  a  space  after  the  search 
parameter,  or  after  the  device. 
Type  the  name  of  the  document 
which  will  contain  the  list.  You 
can  also  type  a  document 
description  if  you  wish.  For 
example: 


RSX  OR  VAX/VMS  USERS  (Cont.) 

2  Type  the  name  of  the  directory 
whose  index  you  want.  For 
example: 

CI  devfdirecj 

RSX  users  should  remember 
that  (direcj  represents  a  UIC,  for 
example: 

CI  DEV  (15,5) 

With  all  other  Mam  Menu 
selections,  the  directory  name 
is  optional.  With  CI,  however, 
you  must  type  the  directory 
name,  enclosed  in  brackets. 

$  You  can  get  a  partial  list  of  your 
index  by  using  a  search 
parameter.  Any  letters  you  type 
directly  after  the  directory  name 
arc  d  search  parameter.  If  you 
I'se  a  search  parameter,  only 
those  documents  whose  names 
start  with  the  specified  letters 
will  be  included  in  the  list. 

For  example,  if  you  wanted  a  list 
of  your  monthly  reports,  which 
you  have  named  MRJAN, 
MRFEB,  MRMAR,  and  so  on, 
you  can  use  the  search 
parameter  "MR".  Only  the 
documents  whose  names  begin 
with  the  letters  MR  will  be  place 
in  the  list. 

CI  dev:(direc|MR 

If  you  don't  use  a  search 
parameter,  all  of  the  documents 
in  your  index  will  be  listed. 

4  Type  a  space  after  the  search 
parameter,  or  after  the 
directory.  Type  the  name  of  the 
document  which  will  contain  the 
list.  You  can  also  type  a 
document  description  of  you 
wish.  For  example: 


CI  dev:MR  REPRTS  Index  of  Monthly  Reports         Cl  dev:|direc]MR  REPRTS  Index  of  tVlonthly  Reports 
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RSX  OR  VAX/VMS  USERS  (Cont.) 


Press  RETURN.  DECtype  will 
create  a  document  named 
REPRTS,  contammg  an  index 
of  all  documents  on  that  storage 
device  whose  name  begins  with 
the  letters  MR.  You  can  use  it 
like  any  other  document,  print  it, 
edit  it,  etc 


Press  RETURN  DECtype  will 
create  a  document  named 
REPRTS  containing  an  index  of 
all  documents  in  that  directory 
whose  name  begins  with  the 
letters  MR.  You  can  use  it  like 
any  other  document,  print  it, 
edit  it.  etc 


If  you  want  further  instructions  on  how  to  use  the  CI  command,  just  type  CI.  and 
press  RETURN. 


FILING  What  would  happen  if  you  were  editing  a  document  and  realized  it  was  the  wrong 

DOCU-  document,  or  the  wrong  version  of  a  document?  You  could  tell  DECtype  to  ignore 

MENTS  ®"  ^^  ^^®  ®^'^^  y^'^  made  since  the  last  time  the  document  was  filed.  To  do  this,  you 

WITHOUT  P'^®^^  ^^'*^  QUIT.  (QUIT  is  not  written  in  gold  lettering  on  your  keyboard.  If  you  use 

^jT.Z.^  Gold  help  you  will  see  that  quit  is  written  on  the  "K"  key.) 


When  you  press  Gold  QUIT,  you  see  the  following  line  on  the  bottom  of  your 
screen: 


Are  you  sure  you  want  to  quit  (Y/N)? 


Typing  "N"  allows  you  to  resume  editing.  Typing  "Y"  causes  DECtype  to  save  your 
document  exactly  as  it  was  when  you  last  filed  it,  and  recalls  the  Mam  Menu  If  your 
document  was  new  and  was  never  filed,  it  would  not  be  created. 


EDITING    You  can  use  DECtype  to  edit  documents  that  were  not  created  with  DECtype  See 
NON-    Chapter  4  of  the  DECtype  Reference  Manual  for  details  about  this  feature. 

DECtype 
DOCU- 
MENTS 


TYPING    While  DECtype  is  performing  a  command,  sometimes  there  is  a  lapse  of  a  few 
AHEAD    seconds  before  the  screen  refreshes  itself.  During  this  time,  you  can  type  a  new 
command.  Even  though  you  won't  be  able  to  see  the  text  you  type,  the  command 
will  take  effect  immediately  when  the  screen  refreshes  itself. 

For  example,  when  you  are  filing  a  document,  the  message  "Filing  Document" 
appears  near  the  bottom  of  the  screen  for  a  few  seconds.  If  you  type  P.  a  document 
name,  and  press  RETURN,  when  the  document  has  been  filed  DECtype  will 
immediately  display  the  Print  Menu  to  carry  out  your  command.  It  will  not  display 
the  Main  Menu  because  you  have  already  chosen  a  Mam  Menu  option. 
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FINISHING    When  youVe  finished  using  DECtype.  you  should  use  the  F  option  from  the  Mam 
UP    Menu.  This  removes  your  terminal  from  access  to  your  DECtype  documents. 


If  your  documents  contain  confidential  information,  you  should  use  the  F  option 
whenever  you  will  be  away  from  your  terminal  for  very  long  This  protects  your 
documents  by  assuring  that  no  one  but  you  will  be  able  to  access  them  If  you  have 
a  diskette-based  system,  you  should  remove  your  document  diskette. 

To  use  the  F  option,  type  F  and  press  RETURN. 


CTS-300  USERS  ONLY 


RSX  OR  VAX/VMS  USERS 


Your  screen  will  return  to  the  prompt 
for  your  User  Name  You  may  be  able 
to  exit  from  DECtype  entirely  by 
typing  the  word  QUIT'  at  this  prompt. 
Ask  your  DECtype  Manager  about 
this. 


Your  DECtype  Manager  will 
determine  what  your  screen  should 
display  after  you  use  the  F  option. 
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more:  about  printing  4 


This  lesson  will  show  you  the  many  choices  you  have  m  printing  a  docutnont.  You'll 
learn  how  to  use  the  Print  Menu  and  the  Stop  Pnntor  Menu,  and  how  to  change  many 
of  their  settings.  Some  special  purpose  settings  are  discussed  in  later  lessons. 


You  have  already  printed  a  document  using  the  P(rint)  option  from  the  Mam  Menu 
You  know  that  after  you  press  RETURN,  you  see  the  Print  Menu  for  that  document. 
The  Print  Menu  tells  you  how  DECtype  proposes  to  print  your  document. 


Up  to  now,  you  have  )ust  typed  "yes"  and  pressed  RETURN,  telling  DECtype  to 
print  the  document  in  the  usual  way  But  in  this  lesson  you'll  find  out  what  the 
diflerent  settings  mean  and  how  to  change  them  for  special  effects. 


THE  PRINT    The  Print  Menu  shows  you  a  group  of  settings.  These  settings  tell  DECtype  where 
MENU    0"  ^^®  paper  to  position  the  document,  how  many  copies  to  make,  what  page 
numbers  to  use.  and  many  other  things  In  the  Print  Menu  you  make  every  decision 
about  printing  a  document. 


Each  document  has  its  own  Print  Menu  settings.  In  other  words,  there  is  a  different 
group  of  settings  for  each  different  document  If  you  change  a  Print  Menu  setting 
you  give  DECtype  special  instructions  for  printing  that  document  The  settings  of 
other  documents  aren't  changed. 


Most  of  the  Print  Menu  settings  are  stored  with  the  document  DECtype  stores  the 
settings  on  the  storage  device  with  the  documeni  This  means  that  if  you  change  a 
setting  in  the  Print  Menu,  the  document  will  hold  that  new  setting  until  you  change  it 
again.  When  you  call  up  the  Print  Menu,  it  shows  you  the  settings  you  used  the  last 
time  you  printed  that  document.  There  are  only  3  settinn?^  that  are  not  stored  (FR, 
TO.  and  CP);  you  will  learn  about  them  later  in  this  lesson. 


EXPERIMENT   Call  up  the  Print  Menu  tor  the  document  POLICY,  just  as  you  did  in  Lesson  2  Type 

WITH  THE   P.  the  word  POLICY,  and  then  press  RETURN  ' 
PRINT  MENU 


'     You  may  specify  a  device  or  directory  with  this  command  See    Storage  Devices  and  Directories'   in  Lesson  2. 
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You'll  see  the  same  Print  Menu  that  yuu  ve  seen  before  (See  Figure  4-1  ) 
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Figure  4-1      The  Print  Menu 


The  Print  Menu  lists  the  options  you  have  when  you  print  a  document  and  the 
current  settings  for  these  options  If  you  are  satisfied  with  the  settings  you  see  now, 
you  can  make  DECtype  start  printing  the  document  by  typing  YES  or  OK  and 
pressing  RETURN 


CHANGE  A   If  you  are  not  satisfied  with  the  settings,  you  can  change  them   Notice  that  m  each 

SETTING  of  the  option  descriptions  there  are  two  uppercase  letters    For  example,  m  the 

"FRom  page   '  option  the  letters  F  and  R  are  uppercase    These  two  uppercase 

letters  are  called  the  opt-on  letters   When  you  want  to  chanqe  a  setting   you  type 

the  option  letters,  a  space,  the  new  setting  for  that  option,  and  then  press  RETURN 


Even  tf^ough  you  don't  yet  know  what  it  does,  try  changing  the  Initial  Page  numt)er 
to  20  The  screen  tells  you  that  the  option  letters  are  IP   The  new  value  you  want  to 
set  IP  to  IS  20  Therefore,  type    IP  20'  and  then  press  RETURN  Look  at  the  IP  line 
It  now  reads 


initial  Page  nurnbc<    20 

This  means  the  setting  is  changed    Now  type     IP  1"  and  press  RETURN    The 
setting  changed  back 


42        More  About  Printing 


RtrURN  TO  THfc.  Press  Gold  MENU  or  type  NO   Now  you  are  back  at  the  Mam  Menu  You  can  leave 

MAIN  MENU   the  Print  Mt^nu  without  making  DECtype  print  a  (.locumenl  In  fact,  sometimes  when 

you  use  the  P  option  from  the  Mam  Menu  you  don  t  really  want  to  pnnt  a  dix:umenl. 

you  |ust  want  to  change  some  settings  Ofi  the  Print  Menu   Then  you  will  press  Gold 

MENU  or  type  NO  to  recall  the  Mam  Menu    If  you  used  the  P  option  to  print  a 

document  and  then  decided  you  wanted  to  print  a  d/^erenf  document  you  d  have  to 
press  Gold  MENU  and  use  the  P  option  again,  this  liriie  choosing  the  right 
document. 

USING  THE  OLD  When  DECtype  shows  you  the  Print  Meriu,  you  don't  have  to  change  any  settings 
SETTINGS   You  can  )ust  type    YES    or    OK    to  pnnt  the  document  the  same  way  as  last  time 
You  did  this  in  Lessons  2  and  3 


The  only  limes  you  have  to  change  the  Print  Menu  settings  are 

•  When  you  are  domg  something  spe<:ial,  such  as  printing  duut^le  spaced  lines 
The  Print  Menu  can  tell  DECtype  to  print  m  a  special  way   (The  next  lime  you 
print  that  same  document,  you  use  the  Print  Menu  to  switch  the  document  back 
to  normal  ) 

•  When  something  has  changed  ^'otv  the  last  time  you  printed  the  sarTie 
document  For  instance,  if  you  are  now  using  a  different  prmter,  you  tell  this  to 
DECtype  using  the  Pnnt  Menu 

•  When  something  went  wrong  on  the  last  copy  For  instance,  if  the  placement  on 
the  page  was  lop'^.ded  last  time,  you'd  ad)ust  where  the  text  should  be  by  using 
the  Page  Layon  sellings  m  the  Print  Menu  the  next  lime  you  print  that 
document 


Remember  that  you  don  t  have  to  wait  until  the  next  time  you  print  to  switch  Print 
Menu  sellings    You  can  do  it  now,  so  you  doni  forget  later    Use  the  P  option, 
change  the  settings  then  press  Gold  MENU  so  DECtype  doesn  i  actually  print  the 
document   This  is  true  tor  all  settings  except  CP,  FR.  and  TO,  which  are  automat 
ically  reset  each  time  you  print  the  document,  as  you  will  learn  later  in  this  lesson 


PRINTING  A     '*  yt'iJ  ^'Pt?     YES    or  'OK  •  to  tell  DECtype  that  the  settings  are  correct,  DECtype 
DOCUMENT     P"""^^^  ^^^^  document   Your  screen  returns  to  the  Mam  Menu 

While  a  document  is  printing,  you  shouldn't  edit  or  delete  it  You  shouldn't  tell 
DECtype  to  print  il  again  You  shouldn  i  even  use  that  document's  Print  Menu 
again  until  It  s  done  printing  There  should  be  no  changes  to  that  docurTient  or  to  its 
Print  Menu  until  DECtype  has  finished  printing  it. 

On  mos'  systems,  you  can  work  on  other  documents  while  a  document  is  printing 
You  can  create  and  Stan  typing  another  document,  look  at  an  index,  or  tell  DECtype 

to  print  a  different  document  Ask  your  DECtype  Manager  if  your  system  IS  capable 
of  this 
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DOCUMENTS   If  there  are  several  people  using  the  same  printer  with  DECtype,  your  document  is 

WAITING  TO  put  into  a  list  of  documents  waiting  to  print.  If  you  or  someone  else  has  already  told 

PRINT   DECtype  to  phnt  another  document  on  the  same  printer,  your  document  waits  its 

turn.  You  will  learn  more  about  thiS  later  in  this  lesson,  in  the  section  on  the  Stop 

Printer  Menu. 


OVERVIEW    There  are  16  Print  Menu  settings.  Many  of  the  settings  that  let  you  produce  special 
Qp  JHE    ®^®^^s  aren't  discussed  in  this  lesson.  You'll  learn  about  them  in  future  lessons 
PRINT    ^^®"  those  special  effects  are  discussed. 

SETTINGS 

Once  again  call  a  copy  of  the  Print  Menu  to  the  screen  by  typing  P,  a  space,  a 
device  name  if  required,  a  document  name  (POLICY),  and  press  RETURN. 


The  top  line  tells  you  that  you  are  looking  at  the  Print  Menu,  and  gives  you  the  date 
and  time.  The  next  line  tells  you  which  document  this  Print  Menu  is  for.  You  cannot 
alter  these  top  two  lines. 


FROM  AND  TO   Normally,  DECtype  starts  with  the  first  page  of  your  document  and  continues  to  the 
PAGES   last  page.  In  other  words,  it  prints  the  whole  document.  You  can  make  DECtype 
(^B)     (TO)   print  only  part  of  the  document  by  changing  the  FRom  page  (FR)  and  TO  page  (TO) 
settings. 


FR  and  TO  are  followed  by  a  page  number.  (You'll  learn  in  Lesson  6  how  a 
document  is  divided  into  pages  and  how  you  control  the  numbering  ) 


The  normal  setting  for  FRom  page  is  FR  1.  This  makes  DECtype  start  at  the  top  of 
the  document,  at  page  one.  If  you  set  it  to  FR  9,  DECtype  looks  through  the 
document  until  it  finds  page  9,  then  begins  printing. 


Normally,  documents  are  set  to  "TO  last."  This  makes  DECtype  continue  without 
stopping  until  it  reaches  the  end  of  the  document.  If  you  follow  TO  with  any  page 
number  other  than  last,  DECtype  prints  all  of  the  pages  up  to  and  including  the 
page  with  that  number,  and  then  it  stops  printing.  TO  works  only  if  its  value  is 
greater  than  the  value  of  FR.  If  you  set  "TO:  0"  the  whole  document  prints  because 
because  DECtype  never  finds  a  page  0. 


I  you  set  FR  9  and  TO  14,  DECtype  starts  printing  at  page  9.  When  it  gets  to  the  end 
of  page  14,  it  stops  printing  the  document  (See  Figure  4.2.) 
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Figure  4-2     Pages  printed  if  you  set  FR  9  TO  14 

You  can  follow  FR  and  TO  with  the  same  number  to  print  only  one  page    For 
instance.  FR  6  and  TO  6  make  DECtype  print  only  page  6. 


Normally,  DECtype  prints  only  one  copy  of  a  document  You  can  make  DECtype 
print  more  than  one  copy  by  changing  the  CP  option.  For  instance,  if  you  set  the 
document  to  CP  3.  DECtype  prints  it  from  start  to  finish  (depending  on  the  FR  and 
TO  settings)  three  times  m  a  row.  This  entire  operation  is  thought  of  as  one  print 
job. 


SETTINGS     If  you  change  CP,  FR.  or  TO.  you  will  find  that  the  next  time  you  see  the  Print  Menu 
ARE  RESET     DECtype  has  reset  them  to  their  standard  settings.  These  standard  settings  are 
determined  by  stored  ruler  0.  discussed  in  Lesson  11.  The  most  common  standard 
settings  for  these  are: 

CP  1  (print  1  copy) 

FR  1  (start  at  the  top  of  the  document) 

TO  last       (don't  stop  until  the  end) 

Unlike  the  other  print  menu  settings,  the  changes  you  type  to  these  three  settings 
take  effect  only  that  one  time. 


INITIAL  PAGE     You  will  learn  more  about  this  command  in  Lesson  6. This  tells  DECtype  what 
NUMBER  (IP)     number  to  print  on  the  first  page. 


AUTO  PAGINATE 
(AP) 


You  will  also  learn  more  about  this  command  in  Lesson  6. This  tells  DECtype 
whether  or  not  it  should  automatically  start  a  new  page  after  printing  the  maximum 
number  of  lines  that  will  fit  on  a  page. 


DARK  PRINTING 
(DA) 


The  letter  quality  printer  uses  carbon  ribbons  and  cloth  ribbons.  Carbon  ribbons 
print  crisp,  dark  letters  always,  but  when  you  get  to  the  end  of  the  spool  of  ribbon. 
you  have  to  throw  the  cartridge  away  and  insert  another  one.  Cloth  ribbons  can  be 
used  longer,  but  the  print  gets  lighter  and  lighter  as  the  ribbon  is  used. 
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If  you're  using  a  cloth  ribbon  that  has  become  weak,  but  you  want  your  document  to 
have  dark  print,  set  the  print  menu  option  to  DA  YES.  This  makes  DECtype  strike 
each  character  twice,  making  it  appear  extra  dark  on  the  paper. 

In  other  cases,  set  the  document  to  DA  NO.  since  DA  YES  uses  up  the  ribbon 
quickly  and  takes  more  time  to  print.  If  the  print  quality  of  the  document  is  very 
important,  switcn  to  a  carbon  ribbon  and  print  it  using  DA  NO.  (You  may  also  want 
to  use  a  new  print  wheel.) 

EXTRA  HALF  The  EXtra  half  lines  option  (EX)  makes  DECtype  add  extra  space  between  each  line 
LINES  (EX)  of  text  it  prints.  EX  is  followed  by  a  number  between  0  and  3  This  is  the  number  of 
half-lines  DECtype  should  add: 


EX  none 

EX  1 
EX  2 

EX  3 


prints  the  text  normally.  You  type 
EX  0.  but  the  Print  Menu  displays 
EX  none. 

adds  one-half  line  of  space  after 
each  line  of  text. 

adds  one  full  line  of  space  (2  half- 
lines)  after  each  line  of  text  for 
double  spacing. 

adds  1  1/2  lines  (3  half-lines)  of 
space  after  each  line  of  text. 


Some  printers  cannot  add  half  lilnes.  On  these  printers.  EX  none  and  EX  1  will  be 
printed  without  any  additiional  space.  EX  2  and  EX  3  will  add  two  extra  half-lines 
(one  full  line)  between  each  printed  line. 

Suppose  the  candidate  who  wrote  the  document  SPEECH  asked  you  for  a  printed 
copy  on  which  to  make  changes.  You  want  to  print  the  document  double-spaced  so 
there  is  room  for  the  corrections  between  each  line.  Follow  these  steps; 


1  Use  the  P(rint)  option  to  call  the  Print  Menu. 

2  Type  EX  2  and  press  RETURN  to  add  two  half-lines  of  space  after  each  line  of 
text.  Adding  two  half-lines  makes  your  text  double-spaced. 

3  Now  type  "YES"  or    OK"  and  press  RETURN  to  start  printing. 
Examine  the  printed  copy. 


When  the  EX  setting  is  set  to  anything  other  than  "none"  the  Automatic  Pagination 
(AP)  setting  should  be  set  to  "YES."  You  will  learn  why  in  Lesson  5. 


In  Lesson  5,  you'll  learn  another  way  to  produce  a  double-spaced  document.  Don't 
just  press  RETURN  twice  between  each  line;  this  prevents  DECtype  from 
rewrapping  your  text  if  you  make  changes. 
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PITCH  (PI)   Pitch  tells  DECtype  how  close  together  to  print  the  characters  on  a  line. 


If  you're  using  a  draft  printer,  it  doesn't  nnatter  what  pitch  you  use  DECtype  can't 
control  how  close  together  to  print  the  characters 


If  you're  using  a  letter  quality  printer,  the  pitch  does  matter.  The  two  most  common 
settings  are  10  and  12  PI  10  tells  DECtype  to  print  10  characters  to  the  inch,  the 
normal  spacing  of  Pica  type.  PI  12  tells  DECtype  to  print  12  characters  to  the  inch. 
the  normal  spacing  of  Elite  type  The  correct  setting  for  you  to  use  depends  on  the 
print  wheel  you're  using.  Every  print  wheel  has  a  number  printed  on  it  that  tells  you 
what  pitch  setting  you  should  use. 


If  characters  seem  to  be  squeezed  together  too  tightly  or  spaced  too  wide  apart, 
you  may  be  using  the  wrong  pitch  setting. 


STOP  EVERY   Continuous-form  paper  lets  DECtype  print  without  help  from  you.  But  what  if  you 
PAGE  (S£)  want  to  print  on  separate  sheets,  such  as  your  company's  letterhead?  Or,  what  if 
♦hree  documents  are  waiting  to  print,  but  you  need  to  change  paper  before 
DECtype  starts  on  the  third  one? 


The  Stop  Every  page  setting  (SE)  lets  you  tell  DECtype  to  stop  printing  when  it 
reaches  the  beginning  of  every  page  in  the  document  You  set  SE  when  you  use 
the  Print  Menu,  but  it  takes  effect  at  some  time  in  the  future 


Normally,  documents  are  set  to  SE  NO.  DECtype  prints  whatever  part  of  the 
document  you  tell  it  to  print  without  stopping. 


SE  YES  makes  DECtype  stop  before  it  begins  your  document  and  at  the  beginning 
of  every  page.  You  use  SE  YES  if  the  job  requires  single-sheet  [  'er  DECtype 
stops  before  it  begins  printing  your  document  to  let  you  insert  the  first  page  of 
paper,  After  the  paper  is  inserted  and  aligned,  you  restart  the  pnnter  with  the 
R(esume)  command,  discussed  later  in  this  lesson.  DECtvpe  continues  to  print  the 
document,  printing  a  page  and  then  stopping  to  let  you  insert  and  align  the  next 
sheet  of  paper. 


NOTE 

//  your  document  has  been  spooled  to  the  system  queue 
(see  the  Document  Destination  section  below)  the  SE 
setting  will  be  ignored. 


SAVE  AND  These  two  options  are  discussed  m  Lesson  1 1.  They  allow  you  to  store  commonly 
RETRIEVE   used  print  settings. 
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DOCUMENT  The  Document  Destination  setting  (DD)  tells  DECtype  where  to  print  the  document. 
DESTINATION  You  can  send  documents  to 


(DD) 


•  A  DECtype  printer 

•  the  system  print  queue 

•  a  printer  attached  to  a  terminal 

•  a  file 

To  print  your  document  on  a  DECtype  printer,  follow  the  DD  setting  with  a  device 
name  of  a  pnnter.  The  device  name  is  the  name  of  the  printer  on  which  DECtype 
will  print  your  document,  Your  system  may  use  draft  printers  or  letter  quality 
printers,  or  a  combination  of  the  two  Ask  your  DECtype  Manager  for  the  names  of 
the  printers  you  can  use  Later  in  this  lesson  you  will  learn  that  you  can  check  the 
Stop  Printer  Menu  to  see  which  printers  are  available. 

To  print  your  document  using  the  system  print  queue,  follow  the  DD  setting  with  tfie 
device  name  of  a  printer  which  is  not  a  DECtype  printer.  The  device  name  of  this 
printer  must  end  in  a  colon  (  )  DECtype  will  format  the  document  tor  the  system 
print  queue  Once  the  document  is  formatted,  it  will  no  longer  appear  on  the  Queue 
Status  screen  (discussed  m  Lesson  4)  and  will  not  be  affected  by  commands  on  the 
Stop  Printer  Menu  The  SE  option  on  the  Print  Menu  will  be  ignored  for  documents 
sent  to  the  system  print  queue 

To  print  your  document  on  a  printer  that  is  physically  attached  to  your  terminal, 
follow  the  DD  setting  with  the  words  "Printer  Port"  The  document  will  be  printed 
on  the  printer  which  is  attached  to  the  terminal  through  the  printer  port  of  that 
terminal.  Documents  printed  through  the  printer  port  will  not  be  printed  with  any 
half-line  spacing,  and  will  not  be  affected  by  the  SE  or  CP  Print  Menu  settings  They 
will  not  be  listed  on  the  Queue  Status  screen  or  affected  by  any  of  the  Stop  Printer 
menu  options   To  prematurely  halt  printing,  press  Gold  HALT. 


NOTE 

Bo  careful  when  entering  the  DD  setting  If  you  mistype 
the  pnnter  name,   your  document  will  not  be  pnnted 
Instead,  a  file  containing  a  copy  of  your  document  will  be 
created. 


To  print  your  document  to  a  disk  file,  follow  the  DD  setting  with  the  name  of  the  file 
to  be  created.  The  message  Format  Request'  will  appear  under  the  document 
destination  on  the  Print  Menu  This  file  will  not  appear  in  your  DECtype  index  See 
the  DECtype  Reference  Manual  for  more  information  if  you  will  be  creating  files  in 
this  way. 

PAGE    You've  already  seen  one  page  layout  setting    the  pitch  setting  (PI)  on  the  Print 

LAYOUT     Menu.  It  tells  DECtype  whether  to  print  10  or  12  characters  per  inch  On  the  right- 

g£  J  JIfsJGS     ^^^^  side  of  the  Print  Menu  you  will  see  the  rest  of  the  current  page  layout  settings. 

These  show  you  where  DECtype  intends  to  print  your  text  on  the  page 
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TOP  MARGIN   The  Top  Margin  (TM)  setting  tells  DECtype  how  many  lines  to  skip  before  printing 
(TM)  each  page  ot  your  document. 


BOTTOM  MARGIN   The  Bottom  Margin  (BM)  setting  tells  DECtype  how  many  lines  to  skip  at  the  end  of 
(BM)   each  page  ot  your  document   The  Top  and  Bottom  Margin  settings  let  you  control 
the  vertical  placement  of  text  on  the  paper    They  also  limit  the  number  of  lines 
allowed  m  headers  and  footers,  discussed  in  Lesson  6 


PRINT  MARGIN    The  Print  Margin  setting  (PM)  lets  you  control  the  horizontal  placerTient  of  text  on 
(PM)   the  paper  by  moving  it  to  the  right 

When  DECtype  prints  a  document,  it  starts  printing  every  line  m  the  same  position 
on  the  paper  This  position  depends  on  how  you  line  up  th«  paper  when  you  put  it  in 
the  printer. 

If  you  follow  PM  with  a  number,  DECtype  typos  that  many  spaces  before  every  line 
it  prints   This  moves  the  text  to  the  right   PM  can  never  be  set  to  less  than  ^ero 
(See  Figure  4-3  ) 


Suppose  the   printer   starts  each   line 
here 


text 
text 

text 
text 

1 

Then  making  DECtype  add  spaces  here 
with  the  PM  setting— 


fnakes  the  text  start  here 


Figure  4-3      Print  Margin 


By  varying  PM  you  can  make  DECtype  print  the  document  with  an  equal  amount  of 
blank  space  on  the  ''^ft  and  on  the  right,  centering  it  on  the  page. 

In  Lesson  5  you'll  see  how  to  type  documents  with  wider  or  narrower  lines  tr^an 
you"ve  been  using  so  fa*  By  using  different  values  of  PM  tor  different  documents, 
you  can  make  each  of  them  appear  centered  on  their  pages  This  is  more 
convenient  than  opening  up  the  k^nnter  and  realigning  the  paper,  especially  if 
several  people  are  using  the  same  printer. 
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HOW  MUCH  How  tu,  (o  the  right  does  PM  move  the  fexf  This  depends  on  the  pitch  sitting  For 
SPACE?  example 

•  It  you're  using  PI  10.  DECtype  prints  10  characters  per  inch  This  means  that  a 
space  takes  up  a  '  'nth  ot  an  inch  PM  10  nnives  the  text  right  one  inch  PM  20 
moves  it  two  inches,  and  so  on 

•  If  you  re  using  PI12,  DECtype  prints  12  characters  per  inch  This  means  that  a 
space  takes  up  one  twelfth  ot  an  inch  PM  12  moves  the  text  right  one  inch  PM 
24  moy/es  it  two  inches   and  so  on 


BEST  WAY  TO  When  you're  putting  paper  mto  the  printer,  adjust  the  printer  so  that  ttuj  li(»e  starts 
SET  UP  THE  at  the  left  edge  of  the  paper,  m  column  number  one   (If  you  re  usmg  paper  with 
PRINTER  holes  m  the  side,  adjust  it  so  that  the  line  starts  at  the  perforation  )  This  allows  your 
printed  line  to  begin  as  far  left  as  you  d  ever  want  it  to.  by  setting  PM  to  0 

EXERCISE  Take  a  page  that  you  have  printed  m  an  earlier  lesson  MK»asure  the  left  marqm  ih« 
space  from  the  left  edge  of  the  paper  to  the  beginning  of  the  lines  Measure  the 
right  margin  •  the  space  from  the  end  ot  the  longest  line  to  the  nght  edge  of  the 
paper  If  these  distances  are  the  same,  the  text  is  already  properly  centered  (See 
Figure  4-4  ) 


text 

in  your 

docu- 

ment 

1 

left 

right 

margm 

margin 

Figure  44      Loft  ?inc\  right  margins 


If  they  aren  t  the  same  figure  out  how  much  space  you'd  have  to  add  (or  take  away) 
from  the  left  margin  for  them  to  be  equal    Here  are  two  examples: 

•  It  the  left  margin  is  1  inch  and  the  right  margin  is  2  nches,  you'd  ^A\/e  to  add  '  2 
inch  to  the  left  margin    Then  both  margins  would  be  1  ^2  inches. 

•  If  the  left  iiidtyiii  lb  3  mches  and  the  right  margin  is  1  inch   you  d  have  tu  take  1 
inch  away  from  the  left  margin    Then  both  margins  would  be  2  inches 

Call  the  Print  Menu  of  the  document  you  measured  Change  the  Print  Margin,  PM 
(see  the  following  inset)  Now  type  YES  and  press  RETURN  to  make  DECtypo  print 
the  document 

Is  the  new  printed  copy  centered  better  than  the  old  one? 
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CONVERTING  INCHES  TO  SPACES 

PM  is  a  number  of  spaces,  not  inches.  If  you  know  how  many  inches  you 
want  to  move  the  text,  this  table  helps  you  find  out  how  many  spaces  to 
add. 


Change  PM  by  this  much: 
Pitch  10  Pitch  12 


To  move  the  text  this  far: 

1/4  inch 
1/2  inch 
3/4  inch 
1  inch 
1  V4  inch 
1  V2  inch 

1  3/4  inch 

2  inches 
2  V4  inch 
2  V2  inch 

2  3/4  inch 

3  inches 


To  move  the  text  LEFT.  SUBTRACT  this  number  from  PM  To  move  the 
text  RIGHT.  ADD  this  number  to  PM.  Remember  that  PM  can  never  be 
less  than  zero. 


2  or  3 
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t 

7  or  8 

» 

1 0 

12 
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21 

20 

24 

22  or  23 

27 

25 

30 

27  or  28 

33 

30 

36 

PAGE  SIZE  (PS)  The  Page  Size  (PS)  setting  tells  DECtype  the  total  number  of  lines  that  can  fit  on  a 

page.  This  allows  DECtype  to  print  the  maximum  number  of  lines,  leaving  the 
correct  top  and  bottom  margins.  The  PS  setting  must  be  correct  for  DECtype  to 

accurately  page  your  document.  You  will  learn  more  about  the  PS  setting  m  Lesson 
6. 


PRACTICE  Experiment  with  the  options  from  the  Print  Menu  Print  several  copies  of  the 
documents  POLICY  and  SPEECH,  changing  some  of  the  Print  Menu  options  each 
time. 


STOPPING    ^°^  ^3^6  '^o^  reviewed  all  of  the  options  available  to  you  on  the  Print  Menu 
THE    '^o^®^®'"'  ^^^    S'  option  on  the  Mam  and  Editor  menus  also  affects  printing  by 
PRiNTER    '"^^^'"9  ^he  Stop  Printer  Menu.  You  use  the  Stop  Printer  Menu  after  you  have  sent 
a  document  to  the  printer  and  you  want  to  stop  the  printing,  affect  the  printing  m 
some  other  way,  or  check  the  list  of  documents  waiting  to  print. 
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NOTE 


Vou  can  only  use  the  'S'  option  to  stop  printers  which  are 
used  with  DECtype  If  you  use  the  system  pnnt  queue, 
discussed  in  the  Document  Destination  section  earlier  m 
this  lesson,  you  cannot  stop  the  pnnter  with  the  S' 
option 

The  options  available  on  the  Stop  Printer  Menu  are  not 
available  when  you  use  the  system  print  queue.  Oncv  a 
document  is  spooled  to  that  queue.  DECtype  has  no 
control  over  its  printing. 


There  are  two  ways  to  use  the  'S'  option  from  the  Main  Menu: 


You  can  type  S  followed  by  a  destination  device  This  will  cause  that  printer  to 
pause,  no  matter  whose  document  it  is  printing,  and  the  Stop  Printer  Menu 
will  ^e  displayed  on  your  screen.  That  document  will  be  paused  until  you 
either  resume  the  printing  or  the  request  is  cancelled. 


•      You  can  type  S  without  a  printer  name.  This  will  display  the  Stop  Printer  Menu 
without  stopping  any  document. 

With  the  Ma'n  Menu  on  your  screen,  type  S  and  press  RETURN.  You  should  see 
the  Stop  Printer  Menu,  as  shown  in  Figure  4-5.  , 


Stop  Printer  Menu 
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RR 
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New  page,  bring  printer  to  the  top  of  page 
Resume  printing 

Stop  printing  (terminate  current  request) 
Print  remainder  of  page,  then  terminate 
Restart  a  paused  document 

View  print  requests 
Remove  a  finding  print  request 
Change  a  destination  device 
Defer  pending  print  request(s) 
Reactivate  deferred  print  request(8) 

Enter  the  command  and  press  RETURN. 

Or  press  GOLD  MENU  to  return  to  Main  Menu 


8-Sep-81  Tuesday  04:21 :22 


Figure  4-^      The  Stop  Printer  Menu 


The  first  five  options  on  the  Stop  Printer  Menu  directly  affect  the  printing  of  your 
document.  You  use  them  after  your  document  has  started  printing.  The  next  five 
options  affect  your  document  after  you  have  requested  it  to  print,  but  before  it 
actually  starts  printing. 
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There  are  several  other  options  on  the  Stop  Printer  Menu,  but  they  are  only 
available  to  the  DECtype  Manager,  They  do  not  appear  on  a  users  Stop  Printer 
Menu.  These  five  options  are  discussed  in  the  DECtype  Reference  Manual. 

The  following  is  a  summary  of  all  of  the  commands  on  the  Stop  Printer  Menu.  If  the 
command  requires  a  printer  device  name  and  you  do  not  supply  one.  the  prompt 
"Printer  Name?"  will  appear. 

NEW  PAGE  (N)  The  New  Page  (N)  command  advances  the  printer  to  the  top  of  the  next  page  For 

example,  you  use  this  command  to  move  the  printer  paper  so  you  can  easily 
remove  your  document. 

To  use  the  N  command  type  N.  a  space,  the  printer  device  name,  and  press 
RETURN. 

RESUME  The  Resume  Printing  (R)  command  tells  DECtype  to  continue  printing  a  document 
PRINTING  (R)  that  was  stopped  with  either  the  SE  Print  Menu  option  or  the  S  command  from  the 
Mam  Menu.  It  cannot  restart  a  printer  stopped  with  the  SP  command  on  the  Stop 
Printer  Menu,  discussed  next. 

To  use  the  R  command,  type  R  followed  by  the  device  name,  and  press  RETURN. 

STOP  PRINTING  The  Stop  Printing  (SP)  command  stops  the  pnnter  and  cancels  your  command  to 
(SP)  print  that  document.  You  can  only  use  this  command  for  your  own  documents;  you 
cannot  stop  another  user's  documents. 

If  you  stop  printing  with  the  SP  command,  you  cannot  resume  printing  with  the  R 
command.  You  must  once  again  call  the  Print  Menu  and  request  it  to  print. 

To  use  the  SP  command,  type  SP.  a  space,  the  device  name  of  the  printer  you  want 
stopped,  and  then  press  RETURN. 

PRINT  The  Print  Remainder  of  Page  (P)  command  tells  DECtype  to  continue  printing  until 
REMAINDER  the  end  of  the  page,  and  then  stop  printing  this  document.  You  cannot  resume 
OF  PAGE  (P)  printing  with  the  R  command. 

To  use  the  P  command,  type  P.  a  space,  the  device  name  of  the  printer  you  want 
stopped,  and  then  press  RETURN, 

RESTART  The  Restart  a  Paused  Document  (B)  command  tells  DECtype  to  continue  printing  a 

A  PAUSED  paused  document,  much  like  the  R  command,  discussed  above.  The  difference 

DOCUMENT  (B)  between  these  two  commands  is  that  B  allows  you  to  resume  printing  at  any  page  of 

the  document,  regardless  of  what  you  specified  as  the  first  page  to  be  printed. 
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To  use  the  B  command  type  B.  a  space,  the  printer  device  name,  and  press 
RETURN.  The  prompt  "From  the  beginning?"  will  appear  If  you  reply  YES  or  just 
press  RETURN,  your  document  will  begin  printing  from  the  first  page  If  you  reply 
NO.  the  prompt  "Page  to  start';'"  will  appear.  You  should  respond  with  the  page 
with  which  you  wish  the  printing  to  begin. 


VIEW  PRINT   The  View  Print  Requests  (V)  command  will  clear  the  screen  and  display  the  Print 
REQUESTS  (V)   Queue  screen.  This  lists  all  of  the  DECtype  documents  that  are  either  printing  or 

waiting  to  pnnt.  (The  Print  Queue  is  discussed  later  m  this  lesson.) 


There  are  three  ways  to  use  the  V(iew)  command,  allowing  you  to  view  as  much 
information  as  you  want  The  following  commands  would  all  be  followed  by 
pressing  RETURN 


V  Typing  V  will  display  all  of  the  current  DECtype  print 
requests. 

V  doc  name       Typing  V  followed  by  a  document  name  will  display  the 

information  about  that  document  alone. 


V  dev 


Typing  V  followed  by  a  colon  and  a  printer  device 
namewill  display  information  about  all  of  the 
documentsawaitmg  printing  on  that  device. 


REMOVE  A   You  use  the  K  command  to  cancel  a  print  request  for  a  document  that  has  not  yet 
PENDING  PRINT    begun  printing.  The  format  for  the  command  depends  on  which  documents  you 
REQUEST  (K)   want  to  cancel.  All  of  the  following  commands  would  be  followed  by  pressing 
RETURN. 


K 


K  doc  name 


K  :dev 


K  ^seq 


Typing  K  will  cancel  all  of  your  print  requests  that  have 
not  yet  begun  printing,  They  are  not  canceled  until  you 
respond  YES  to  the  prompt  "Are  you  sure?". 

Typing  K  followed  by  a  document  name  wll  cancel  your 
request  to  print  that  document. 

Typing  K  followed  by  a  space,  a  colon,  and  a  printer 
device  name  will  cancel  any  of  your  documents  awaiting 
printing  on  the  named  printer. 

Typing  K  followpd  by  a  space,  a  number  sign,  and  the 
sequence  number  of  your  document  will  cancel  your 
request  to  print  that  document  (Sequence  numbers  are 
explained  later  in  this  lesson  ) 
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CHANGE  A   You  use  the  C(hange)  command  to  change  the  destination  device  tor  a  print 
DESTINATION    request   You  use  the  following  format  for  this  command 
DEVICE  (C) 

C  #SEQ  :dev(j  e,  C  #43  LQP) 

That  IS.  type  C,  a  space,  a  number  sign,  the  sequence  number  of  the  document,  a 
space,  and  the  name  of  the  new  destination  device  (Sequence  numbers  are 
explained  later  in  this  lesson  ) 


If  your  document  is  already  printing  you  cannot  change  it's  destination  device,  and 
a  message  will  be  displayed  to  that  effect. 


DEFER  PENDING   The  DR  command  will  prevent  a  print  request  from  printing,  but  will  not  remove  it 
PRINT  REQUEST    from  the  print  queue   Your  print  request  will  remain  in  the  queue  until  you  cancel 
(DR)   the  request  with  the  K  command,  or  reactivate  the  print  request  with  the  RR 
command,  discussed  next.  The  format  for  this  command  is: 

OR  ffSeq  or  DR  dev 

That  IS,  type  DR,  a  space,  a  number  sign,  and  the  sequence  number  of  the 
document  to  be  deferred  (Sequence  numbers  are  explained  later  in  this  lesson.) 
Or,  type  DR.  a  space,  a  colon,  and  a  destination  device  This  will  defer  all  of  your 
print  requests  for  that  device. 

REACTIVATE   The  RR  command  will  cancel  the  effect  of  the  DR  request,  and  return  the  document 
PRINT  REQUEST    to  "Waiting  '  status   The  format  for  this  command  is: 
(RR) 

RR  «Seq  or  RR  dev 


That  is,  type  RR  a  space,  a  number  sign,  and  the  sequence  number  of  the 
document  to  be  reactivated.  (Sequence  numbers  are  described  later  m  this  lesson.) 
Or.  type  RR.  a  space,  a  colon,  and  a  destination  device  to  reactivate  all  of  your  print 
requests  for  that  device. 


THE  PRINT    When  you  request  a  printed  copy  of  a  document.  DECtype  places  your  requests  in 
QUEUE     a  queue,  (a  list)  in  the  order  in  which  they  were  received    The  Print  Queue  Screen 
allows  you  to  view  this  print  queue  It  gives  you  information  abou*  each  printer  and 
each  document  waiting  to  print. 

Note  that  documents  printed  through  the  Printer  Port  (discussed  earlier  in  this 
lesson)  wilt  not  appear  m  the  print  queue. 

Type  V  and  press  RETURN  now.  You  should  see  a  Print  Queue  screen,  similar  to 
the  one  shown  in  Figure  4-6 
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Commands 


Enter  a  Command  or  GOLD  MENU  o?  Poturn  for  Stop  Printer  Menu 


Figure  4-6      The  Prmt  Queue  Screen 


In  the  first  box   the  Print  Queue  tells  you  the  status  of  each  DECtype  printer   The 
printer  status  can  be  one  of  the  following  six 


Unava'iable        The  printer  cannot  be  used,  most  often  because  it  is  t)e'ng  repaired 
or  rese''ved  for  another  application 


Available 

Printing; 

Paused: 


The  printer  can  be  used  and  is  not  currently  printing 

The  printer  is  currently  printing  a  document 

The  printer  has  been  paused  with  the    S  dev"  command  from  the 
Mam  Menu 


Page  Stop 


The  printer  has  been  stopped  with  the     SE'   option  from  the  Print 
Menu 


Page  Abort. 


The  printer  is  printing  the  last  page  of  a  document  which  has  been 
stopped  with  the    P"  command  Uow  the  Stop  Printer  Menu 


Each  line  in  the  lower  box  gives  you  six  pieces  of  information  on  each  print  job 
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Seq  f* 

The  sequence  number  tells  you  what  number  your  print  request  was  assigned  m 
the  queue  The  nurTibers  are  assigned  from  1  to  999  AMer  999  the  numbering  cycle 
returns  to  1  The  sequence  number  provides  d  quicK  way  to  access  your  document. 
as  you  will  learn  later, 

Usemame 

For  CTS-300  and  VAX'VMS  users,  this  is  your  username,  the  one  you  use  when 
you  log  on  to  the  system  or  begin  using  DEClype  For  RSX  IIM  Plus  and 
Micro/RSX  users,  this  is  your  UIC  By  checking  this  column  you  can  see  which 
documents  m  the  queue  are  yours  If  you  know  other  users  usernames  you  can  tell 
who  has  requested  each  print  jOb  Although  you  can  view  everyone  s  prmt  requests 
you  can  only  affect  your  own  documents  The  DECtype  Manager,  however  can 
affect  all  users  documents 

Document  Narre 

This  IS  the  name  of  the  document  requested  to  print  by  you  or  another  user 

Dest  Device 

This  IS  the  destination  device  specifie<1  m  the  Print  Menu  for  this  document  It 
should  correspond  to  one  of  the  device  names  listed  m  the    Print  Devices    box 

Status 

The  status  of  a  document  describes  what  the  printer  was  domg  vvith  each  document 
at  the  moment  you  used  the  V  option  to  display  this  screeri  If  a  documents  status 
changes,  the  change  will  not  be  reflected  on  the  screen  until  you  again  press  V 

A  document  s  status  ca'^  be  one  of  the  following 

Printing.  The  document  is  currently  printing    The  word  Printing  appears  m 

reverse  video 

Paused  The  document  has  been  paused  with  the    S  dev'   option  from  the 

Mam  Menu. 

Deterred  The  document  has  been  deferred  with  the  "OR     command  from 

the  Stop  Printer  Menu 

Waiting.  This  can  mean  one  of  two  things 

—  The  printer  requested  ror  this  document  is  currently  busy 
Docurrients  are  printed  tn  the  orde^  in  which  the  request  is 
received   This  document  will  be  printed  ir>  turn 

--  The  user  has  requested  to  send  thts  document  to  the  system 
print  queue,  but  there  are  not  enough  system  resources  to 
format  the  document  at  this  time  It  will  be  formatted  when  the 
resources  are  available 

Page  Stop.         This  document  has  been  stopped  with  the     SE     option  from  the 
Print  Menu. 
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Page  Abort: 


Formatting: 


This  document  has  been  stopped  with  the  "P" 
command  from  the  Stop  Printer  Menu 

This  document  is  being  formatted  to  be  spooled  to  the 
system  print  queue.  When  it  is  spooled,  it  will  be 
removed  from  the  Queue  Status  Menu 


Pa  :e  n 


If  there  are  more  than  12  documents  in  the  print  queue,  the  prompt  at  the  bottom  of 
the  screen  will  advise  you  to  press  RETURN  to  view  another  page  of  print  requests 
The  page  number  will  be  reported  next  to  the  Status  column  on  each  page  of  print 
requests.  This  will  tell  you  which  page  of  the  Pnnt  Queue  you  are  viewing 


Commands 

On  the  right-hand  side  of  the  screen  you  v., ii  see  a  list  of  the  commands  available 
from  the  first  screen  of  the  Stop   Printer   Menu.   You  can   use  any  of  these 

commands,  or  press  GOLD  MENU  to  return  to  the  Mam  Menu. 

OTHER    The  Stop  Printer  Menu  is  not  the  only  way  to  stop  a  printer.  If  a  printer  stops  when 
WAYS  TO    you  haven't  stopped  it  with  any  of  the  options  on  the  Stop  Printer  Menu,  one  of  the 
STOP  THE    following  conditions  may  have  caused  it  to  stop. 

PRINTER 

•  When  you  use  the  FR  and  TO  settings  to  print  only  part  of  the  document. 
DECtype  goes  through  the  eniire  document.  If  you  think  DECtype  should  be 
printing  but  it  isn't,  maybe  it's  going  through  the  unprinted  parts  of  such  a 
document. 

•  When  the  SE  option  is  set  to  YES,  the  printer  will  stop  before  it  begins  printing 
the  document  and  before  every  page  of  the  document. 

»  The  printer  IS  or  was  switched  off  All  of  the  printers  you're  going  to  use  should 
be  switched  on  when  you  start  using  DECtype. 

•  You  might  not  have  commanded  DECtype  to  print  anything.  You  might  have 
told  DECtype  to  print  pages  from  the  document  that  don't  exist.  Or,  you  may 

have  left  the  Pnnt  Menu  with  Gold  MENU,  which  tells  DECtype  not  to  actually 
pnnt  the  document. 

•  If  there  doesn't  seem  to  be  any  reason  why  the  printer  is  stopped,  there  may  be 
a  bad  connection  between  DECtype  and  the  printer,  or  an  internal  problem. 
Explain  the  problem  to  your  DECtype  Manager. 


• 
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RULERS,  MARGINS,  AND  THE  SHAPE  OF  TEXT  5 


RULERS 


In  this  lesson,  you'll  ''iam  how  to  set  margins,  tab  stops,  and  other  column  settings 
You'll  see  how  DECtype  can  reshape  text  you  type  to  fit  any  margin.  This  will  show 
you  how  to  type  letters  in  any  shape  you  want,  indent  text,  and  type  tables  of  figures 


i»i«i>i»i[«in»i<<mi»i«»ii«ii.»Mi,, 


HHi»>ilM<p,»« 


»i|liiii><ii»»»k»»inni<l»i«rll«»ni««m«ii»»»«ii>»in>n»i»« 


You've  seen  that  DECtype  wraps  the  words  you  type  when  you  type  beyond  a 
certain  column,  DECtype  inserts  a  word  wrap  return  to  move  the  word  you're  typing 
to  the  start  of  a  new  line  If  you  add  or  delete  text.  DECtype  adds  new  word  wrap 
returns  as  you  move  through  the  paragraph  —  perhaps  in  oirferent  places  from 
where  they  were  before. 


How  did  DECtype  pick  that  point  on  the  line  to  wrap  the  word?  So  far.  all  the 
documents  you've  seen  have  had  lines  of  the  same  width.  How  can  you  change  this 
and  produce  wider  or  narrower  lines? 


To  find  out,  edit  the  dccument  POLICY  which  you  created  in  Lesson  2.  From  the 
Mam  Menu,  type  E.  the  document  name  POLICY,  and  press  RETURN.'  You  will 
see  the  beginning  of  the  document  POLICY  on  your  screen.  (See  Figure  5-1.) 
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DATE:    10  Feb  1981 
FROM:   EmptoyM  Benefits 
TO:        Oittrtbutlon 

SUBJ:    Group  Policy  Number  Changes 

Effective  1  April  1081.  all  group  policy  numbers  will  include 
additional  codes  to  identify  optional  coverage.  This  affects 
DentsI  and  Ejctended  medical  coverage  only.  For  example,  if  you 
have  both  tfie  Oental  and  Extended  medical  options,  your  policy 
number  will  now  have  -DE  appended  to  it.  Coverage  is  not 
affected  by  this  chsnge. 
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Figure  5-1    The  top  of  the  document 

You  see  the  first  few  lines  of  the  document,  the  cursor,  and  on  the  line  above  it,  the 
ruler.  The  ruler  is  a  dashed  line  which  contains  the  letters  L  and  R.  L  stands  for  Left 
margin;  R  stands  for  Right  margin.  This  shows  you  where  DECtype  will  position  the 
lines  you  type. 


You  may  specify  a  device  or  directory  with  this  command   See    Storage  Devices  and  Directories"  in  Lesson  2 


5-1 


This  kind  of  ruler  is  called  an  embedded  ruler.  It  stays  at  the  top  of  a  document. 


GOLD  RULER   Press  Gold  RULER  (RULER  is  printed  in  gold  on  the  front  of  the  R  key.)  You 
r     "\  ^^7fc\  ^  <^isplay6d  ru/er. which  looks  something  like  this; 
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DATE:    10F«b19«1 
FROM:   EmployM  B«n«fNt 
TO:        Distribution 

SUBJ:    Qroup  Policy  NumtMr  Ctiangot 

Effoctivo  1  April  1901.  all  group  policy  numbor*  will  includ* 
additional  codas  to  idantify  optional  covaraga.  This  affacts 
Dantal  and  Extandad  madical    ovaraga  only.  For  axampla,  if  you 
hava  both  tha  Dantal  and  Exf  ndad  madical  optiona,  your  policy 
numbar  will  now  hava  -DE  sppandad  to  it.  Covaraga  is  not 
affactad  by  thia  changa. 
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Figure  5-2    The  displayed  ruler 


There  are  two  lines  m  a  dislayed  ruler.  The  numbers  10.  20.  30.  and  so  on,  are  on 
one  line.  They  are  column  numbers  This  line  lets  you  determine  the  column 
position  of  any  character  in  your  document.  There  are  numbers  every  ten  columns. 


On  the  second  line  of  the  displayed  ruler  you  see  the  same  settings  you  saw  in  the 
embedded  ruler,  the  L  and  the  R.  But  now  the  cursor  is  on  the  same  line  as  the 
settings.  This  means  you'll  be  able  to  change  them. 


RETURN  TO  Before  y  ■  change  any  settings,  try  something  else.  Press  Gold  RULER  again.  The 
NORMAL  screen  returns  to  normal,  and  the  displayed  ruler  is  gone.  Only  the  embedded  ruler 
is  left.  Try  it  again.  Press  Gold  RULER  to  call  up  the  displayed  ruler,  and  press  Gold 
RULER  again  to  return  the  screen  to  normal.  //  you're  making  changes  in  the  ruler 
and  you  want  to  cancel  those  changes  and  go  back  to  editing,  just  press  Gold 
RULER  again. 


SETTING    l^'sP'^y  ^^®  ''^'®''  ^O^m  by  pressing  Gold  RULER  Some  of  the  editing  rules  work  the 
Tuc:    same  whien  you  are  changing  a  ruler: 

MARGINS 
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To  make  a  change  m  a  column,  move  the  cursor  to  the  column  by  pressing 
ADVANCE  Do  not  use  the  space  bar  The  space  bar  removes  certain  settings 
from  the  ruler,  as  you  will  learn  later  in  this  lesson. 

The  ADVANCE  key  moves  the  cursor  forward  (to  the  right)  one  column  each 
time  you  press  it. 

The  BACK  UP  key  moves  the  cursor  backward  (to  the  left)  one  column  each 
time  you  press  it. 

The  ADVANCE  and  BACK  UP  keys  also  "shift"  DECtype  into  forward  and 
reverse  (Depending  on  whether  you're  shifted  into  forward  or  reverse, 
pressing  LINE  moves  to  column  1  or  80.  Pressing  WORD  moves  to  the  next 
ruler  setting,  The  other  distance  keys  just  sound  the  tone  ) 


NOTE 

Be  careful  not  to  advance  the  cursor  past 
column  80  This  will  change  the  ruler  into  a  wide 
ruler.  You  will  learn  about  wide  rulers  in  Lesson  10.  If 
you  ao  advance  into  a  wide  ruler,  press  Gold  RULER 
again  to  embed  ttie  ruler  wittiout  any  changes,  then  file 
your  document,  and  edit  it  again.  Your  screen  will  return 
to  normal  when  you  file  your  document 


Other  editing  rules  work  differently  when  you  are  changing  a  ruler. 


Suppose  you  want  to  move  the  left  margin  to  column  12  and  the  right  margin  to 
column  70.  Here's  what  to  do; 


After  pressing  gold  RULER,  use  the  ADVANCE  key  to  move  the  cursor  to 
column  12. 


Type  L.  It  doesn't  matter  whether  you  use  capital  L  or  lowercase  I.  You'll  see  a 
capital  L  in  column  12  of  the  displayed  ruler,  Notice  that  DECtype  has 
automatically  erased  the  L  in  column  1.  You  can  only  have  one  left  margin  and 
one  right  margin  in  a  ruler  If  you  type  a  new  margin  setting.  DECtype  automat- 
ically removes  the  old  one  from  the  ruler.  The  L  you  typed  at  coiunin  12 
becomes  your  new  left  margin.  (See  Figure  5-3.) 
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Figure  5-3     Left  margin  reset  to  column  12. 
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3  Press  WORD  Since  you've  already  "shitted  DECtype  into  forward,    the  cursor 
Will  jump  all  the  way  to  the  R 

4  Press  ADVANCE  several  limes  until  the  cursor  is  in  column  70.  This  is  where 
you  want  the  right  margin 

5  Type  R   This  is  your  new  right  margin   (See  Figure  5-4  ) 
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Figure  5-4    Both  margins  reset 

You  have  made  two  changes  to  the  ruler  There  are  two  ways  to  go  back  to  editing 
your  document  You  already  know  that  if  you  press  Gold  RULER  your  changes  will 
not  take  affect,  but  now  you  want  DECtype  to  put  your  two  changes  into  the 
document   So  — 


6      Press  RETURN  to  embed  this  changed  ruler  m  your  document. 

The  displayed  ruler  leaves  the  screen.  The  embedded  ruler  is  still  visible  But  if  you 
look  closely,  you'll  see  that  you  have  moved  the  L  and  R  m  the  embedded  ruler. 

Notice  that  the  lines  of  text  do  not  fit  between  the  new  left  and  right  margins  To 
correct  this,  press  Gold  ADVANCE  As  the  cursor  moves  through  the  document, 
DECtype  rewraps  the  text  so  that  it  fits  between  columns  12  and  70,  your  new 
margins.  Each  line  moves  to  the  right  to  start  in  column  12.  In  addition  each  line  is 
a  little  narrower  than  it  was  before  because  you  moved  the  margins  closer  together 
(See  Figure  5-5.) 
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DATE:    10  F«b  1961 
FROM:   EmployM  B«n«fltt 
TO:        Distribution 

SUBJ:    Group  Policy  Number  Changes 

Effsctivs  1  April  1961.  all  group  policy  numbsrs  will 
includa  additional  codas  to  idantify  optional  covaraga. 
Thia  affacts  Oantal  and  Extandad  madical  covaraga  only. 
For  axampla.  if  you  have  both  tha  Oantal  and  Extandad 
madical  options,  your  policy  number  will  now  have  -DE 
appended  to  it.  Coverage  ia  not  affected  by  thia  change. 
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Figure  5-5     Embedded  ruler  changed,  text  rewrapped 
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DECtype  never  includes  rulers  m  the  printed  copy  ot  your  document  However,  the 
ruler  controls  the  way  DECtype  prints  the  docurnent.  just  as  it  controls  the  way  it 
displays  the  document 


VERTICAL  SPACING 

The  letter  L  m  a  ruler  shows  where  the  left  margin  is  There  are  several 
other  characters  you  can  type  instead  of  L  that  also  do  this  These  other 
characters  make  DECtype  change  the  vertical  spacing  when  it  prints 
your  document   here  are  all  four: 

•  If  you  use  F  as  the  left  margin.  DECtype  uses  only  a  halflme  for 
every  line  m  your  document  (This  lets  you  do  special  things,  as 
discussed  m  Lesson  11  You  wouldn't  use  it  for  regular  text 
because  the  lines  would  overlap  ) 

•  If  you  use  L  as  the  left  margin,  DECtype  pnnts  your  document 
single-spaced   This  is  how  text  normally  appears 

•  If  you  use  N  as  the  left  margin,  DECtype  prints  your  document 
space-and-a-half  (three  half-lines). 

•  If  you  use  D  as  the  left  margin,  DECtype  prints  your  document 
double-spaced 

Some  printers  cannot  print  half  lines  On  these  printers,  F  L.  or  N  left 
margins  will  be  printed  as  L  left  margins. 

You  will  always  see  your  document  single-spaced  on  the  screen,  even  if 
It's  set  to  be  printed  double-spaced  F,  N.  and  D  take  effect  only  when 
DECtype  prints  the  document. 

EX  OR  RULERS'? 

In  Lesson  4.  you  saw  that  the  EX  option  in  the  Print  Menu  also  let  you 
insert  space  between  lines  Suppose  you  want  a  document  to  be  printed 
double-spaced   Which  method  should  you  use? 

•  Rulers  can  control  all  or  part  of  a  document  The  EX  setting  applies 
to  the  whole  document  So,  if  you  want  only  part  ot  the  document  to 
be  double-spaced,  use  the  ruler  setting. 

•  You  can  change  the  EX  setting  whenever  you  print  the  document. 
To  change  a  ruler,  you  have  to  edit  the  document  So.  if  you  want  to 
double-space  only  certa  ^  copies  of  the  document,  or  if  you  think 
you  will  want  to  switch  the  spacing  frequently,  use  the  EX  setting. 

•  If  you  are  usmg  manual  pagination  (Gold  PAGE,  which  you  will 
learn  about  in  Lesson  6).  you  should  add  extra  spacing  with  a  ruler 
setting. 
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TRY  IT  AGAIN   Mov«  the  cursor  bac><  to  the  top  of  the  docufnent  again   Then  change  the  ruier  thib 

time  so  that  the  left  margin  is  in  column  1  and  the  right  margin  is  in  column  24  hoto 
are  the  steps; 


1      Press  Gold  RULER  to  display  the  ruler    The  cursor  should  be  in  column  12. 
under  thn     L". 


2  Press     BACK     UP     LINE     to     go     back     to     the     start     of    the     ruler 

3  Type  L  to  put  the  left  margin  in  column  1, 

4  Press  ADVANCE  until  the  cursor  is  in  column  24    where  you  want  the  right 
margin. 

5  Type  R  to  put  the  r.ght  margm  there 

6  Finally   press  RETURN  to  embed  these  npw  margins  in  the  document 


Now  press  Gold  ADVANCE  again  to  move  the  cursor  through  the  document  This 
time,  your  margins  are  only  24  characters  apart  DECtypf»  has  to  make  many  of  the 
lines  shorter  DECfype  makes  sure  the  text  you  typed  continues  to  fan  between  the 
left  and  nght  margins,  whether  it  means  making  short  lines  or  long  lines 


You  have  not  made  any  changes  to  the  text  m  the  document  You  ve  |ust  told 
DECtype  to  fit  it  mto  a  different  shape  By  returning  to  the  top  of  the  document  and 
changing  the  ruler  bacK  to  the  original  one,  you  can  restore  your  document  to  the 
way  It  used  to  look. 


Reriiember,  when  you  type  text  you  usually  don  t  press  RETURN  DECtype  decides 
where  to  end  the  lines  It  you  don't  like  the  decisions  DECtype  is  making  -  if  you 
want  wider  or  narrower  imes  —  then  change  the  ruler 

RULERS  IN    What  if  you  want  DECtype  to  put  some  of  your  text  mto  narrow  lines  and  sorTie  of  it 
THE  MIDDLE    '^'•'^^  ^'^^  lines'*  You  need  a  ruler  that  controls  only  part  of  your  document 


OF  TEXT 


Every  document  has  an  embedded  ruler  at  its  top  So  far,  you  have  only  changed 
this  one  You  can  embed  as  many  rulers  m  a  document  as  you  want  Each  ruler 
sets  the  margins  for  the  text  beiow  it  A  ruler  controls  the  text  up  to  the  next  ruler  or 
the  end  of  the  document 


Try  It   Move  the  cursor  to  the  start  of  the  paragraph  that  begins    Effective  1  April 
1981      Press  Gold  RULER   You  should  see  this. 
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•N  group  policy  mimbora 
will  include  additional 
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Figure  5-6    Displayed  ruler  at  the  start  of  the  paragraph 

ADVANCE  to  column  65  and  type  R  to  put  the  right  margin  there.  Then  press 
RETURN  to  embed  this  new  ruler  in  the  document. 


Press  Gold  ADVANCE.  This  moves  to  the  end  of  the  document  and  shows  you  how 
the  lines  now  look.  (See  Figure  5-7.) 
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DATE:    10  Fab  1981 
FROM:   Employaa  BanafHa 
TO:        Diatribution 

SUBJ:    Group  Policy 

Numbar  Changaa 
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Effactlva  1  April  1981,  ell  group  policy  numbara  will  include 
additional  codee  to  identify  optional  coverage.  Thia  affecta 
Dental  and  Extended  Medical  coverage  only.  For  example,  if  you 
have  both  the  Dental  and  Extended  Medical  optlona,  your  policy 
number  will  now  have  -DE  appended  to  it.  coverage  ia  not 
affected  by  thto  change. 


Editing  POLICY  POLICY  NUMBER  CHANGES 

Figure  5-7    A  document  with  two  rulers 

Now  the  lines  above  the  new  ruler  are  narrow,  since  they  are  controlled  by  the  ruler 
at  the  top  of  the  document.  The  lines  below  are  wide,  since  they  are  controlled  by 
the  margins  you  just  typed. 
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When  you  change  a  ruler,  your  lines  may  not  end  in  the  same  places  they  did 
before.  You  must  move  the  cursor  forward  through  the  text  DECtype  puts  new 
word  wrap  returns  into  the  text  where  they  now  belong. /A^fer  yoi;  cA)ange  a /-ty/e/-, /OL/ 
must  ADVANCE  the  cursor  to  the  next  ruler  or  to  the  end  of  the  document  (whichever 
comes  first).  You  need  not  do  it  immediately,  but  you  must  do  it  before  you  file  the 
document. 

HOW  TO    You've  used  the  red  delete  keys  and  the  rubout  functions  to  remove  texc  from  a 
REMOVE    document.  You  can't  use  these  keys  to  remove  rulers. 

RULERS 

Follow  the  instruction  below  to  restore  the  document  POLICY  to  the  way  it  was  at 

the  start  of  this  lesson.  At  that  time.  It  had  only  one  ruler  This  ruler  had  the  left 
margin  in  column  1  and  the  right  margin  in  column  65 

The  document  is  presently  in  two  parts.  The  first  part  IS  controlled  by  the  ruler  at  the 
top  of  the  document;  the  lines  are  narrow  in  this  first  part.  The  second  part  is 

controlled  by  the  ruler  m  the  middle  of  the  document.  Its  margins  are  already  set  in 
colum-^'^  1  and  65.  You  don't  have  to  change  the  second  part, 

You  do  have  to  change  the  first  part.  To  change  the  first  part,  you  must  change  the 
ruler  that  controls  that  part  —  the  ruler  at  the  top  of  the  document.  Here's  how: 

1  Move  the  cursor  to  the  top  of  the  document. 

2  Press  Gold  RULER  to  display  the  ruler. 

3  Move  the  cursor  to  column  65  and  type  R  to  put  the  right  margin  there.  (The  left 
margin  is  already  at  column  one.) 

4  Press  RETURN  to  embed  this  new  ruler  at  the  top  of  the  document. 

Advance  the  cursor  to  the  end  of  the  document  to  rewrap  the  lines  and  to  see  how  It 
looks  now.  The  ruler  you  embedded  m  the  middle  of  the  document  has 
disappeared!  This  is  because  the  only  time  DECtype  embeds  a  ruler  in  the  middle 
of  a  document  IS  to  mark  a  point  where  the  ruler  settings  c/7a/7Sfe. 

When  you  have  a  document  with  two  rulers,  and  you  want  the  first  part  to  have  the 
same  settings  as  the  second  part,  either  go  to  the  second  ruler  and  change  It  to  look 
like  the  first,  or  go  to  the  first  ruler  and  change  it  to  look  like  the  second.  Either  way, 
once  you  advance  past  it.  the  second  ruler  is  no  longer  d'splayed  because  it  is  no 
longer  needed. 

When  you  cut  and  paste  text  with  varying  rulers,  you  may  unintentionally  create  a 
"stack"  of  rulers  with  no  text  between  them.  These  rulers  will  not  affect  the  printing 
of  your  document  in  any  way.  If  you  want  to  delete  a  stack  of  rulers,  move  to  the  last 
ruler  in  the  stack  and  press  Gold  RULER  and  press  RETURN.  The  stack  will  be 
removed  from  the  screen. 

MORE    Suppose  the  author  of  the  memo  POLICY  reviewed  your  printed  document  and 
PRACTICE    gave  you  another  paragraph  to  add  to  the  memo; 
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It  it  Important  that  all  personnel  follow  this  new  procedure. 

Suppose  the  author  told  you  to  indent  this  paragraph  to  call  attention  to  it  Here's 
how  you'd  do  it: 


1      Move  the  cursor  to  the  bottom  of  the  document  POLICY. 


2  Press  RETURN  to  separate  the  paragraph  you're  about  to  type  from  the  last 
one  you  typed.  This  extra  RETURN  will  produce  a  double-space  between  the 
paragraphs. 

3  Embed  an  indented  ruler  in  the  document  by  pressing  Gold  RULER  to  display 
the  current  settings.  Move  both  the  left  and  right  margins  10  columns  toward 
each  other,  Move  the  cursor  to  column  1 1  and  type  L.  Then  move  the  cursor  to 
column  55  and  type  R.  Press  RETURN  to  embed  this  ruler  in  the  document. 

4  Type  the  indented  text  Press  RETURN  a.  *he  end  of  this  text  (See  Figure  5-8  ) 
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DATE:    10F«b1981 
FROM:   EmployM  B«n«mt 
TO:        OlstrttMitlon 

SUBJ:    Group  Policy  Number  Chtngos 


Eftactivo  1  April  19S1,  all  group  policy  numbor*  will  Include 
addniorMil  codoa  to  Montlfy  optional  covorago.  Thia  affacta 
Oantal  and  Extended  Medical  coverage  only.  For  example,  if  you 
have  both  the  Dental  and  Extended  Medical  optlona,  your  policy 
number  wUi  now  have  -DE  appended  to  it.  Coverage  ia  not 
affected  by  thia  change. 
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It  ia  important  that  all  peraonnel  follow 
thia  new  procedure. 
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Figure  5-8    Indented  paragraph 


You  could  have  done  steps  2  and  3  in  reverse  order;  it  doesn't  matter  whether  the 
extra  RETURN  comes  before  or  after  the  new  ruler. 


File  the  document  POLICY  and  use  the  P  option  to  print  it.  In  the  last  lesson  you 
changed  the  EX  setting  in  the  Print  Menu  to  EX  2.  You  can  change  it  back  to  EX  0 
for  this  exercise.  Print  the  document  and  look  at  the  printed  copy.  The  text  takes  the 
same  shape  as  it  did  on  the  screen,  but  you  can't  see  any  of  the  rulers  you  used. 
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A  GOOD     ^^^  ^^^^^  yo'J  WP©  indenled  text  without  changing  the  ruler?  In  this  example, 
REASON  TO     ^®'°''®  WP'ng  the  text,  you  could  have  typed  ten  spaces  so  that  the  line  began  in 

USE 


column  1 1 ,  typed  the  first  line  pressed  RETURN  to  force  the  first  line  to  end  there, 

line 
agai 


Pill  p:^Ci    typed  ten  more  spaces  to  make  the  second  line  start  in  column  11.  typed  the 
HULtnb    remainder  of  the  text,  and  pressed  RETURN  again. 


What's  wrong  with  this  method'?  First,  you  have  to  watch  the  screen  instead  of  the 
copy  you're  typing  You  have  to  decide  where  to  end  the  line,  a  decision  DECtype 
could  easily  make  for  you  So  this  method  is  slower  Second,  you  ve  forced 
DECtype  to  end  each  line  in  a  certain  place  If  words  were  added  to  this  paragraph, 
making  the  lines  end  m  different  places,  youd  have  to  remove  the  RETURN  and 

spaces  and  add  them  in  other  places  So  this  method  also  gives  up  the  flexibility  of 

DECtype  DECtype  could  no  longer  move  words  from  line  to  line  if  you  add  or  delete 
text. 

The  proper  way  to  use  DECtype  is  to  pick  a  ruler  that  shows  what  shape  you  want 

the  text  to  take  Then,  when  you're  typing  the  actual  text,  let  DECtype  fit  your  words 
to  that  shape. 

So,  instead  of  telling  DECtype  where  each  word  goes,  you  just  type  the  text  and  tell 
DECtype  what  size     box"  to  fit  it  in.  Later,  you  can  change  the  box  without 

changing  the  text  If  your  typing  job  includes  many  indented  paragraphs  or  special 
effects,  you  can  use  as  many  different  "boxes  "  as  you  need  Simply  embed  a 
different  ruler  in  the  document  wherever  you  want  the  text  to  start  taking  a  different 
shape. 

JUSTIFIED    ^^®^^  words  cross  the  right  margin,  they  are  wrapped  to  the  next  line  This  leaves  a 
RIGHT     ^P^^^  between  the  last  word  on  the  line  and  the  margin.  The  size  of  this  space 


MARGIN 


vanes  from  one  line  to  the  next.  One  line  may  fill  an  entire  line,  and  the  next  line 
may  leave  an  unacceptably  long  space.  This  uneven  spacing  causes  a  ragged  right 
margin. 

On  some  documents,  you  might  want  a  neater  looking  right  margin.  You  would  use 
a  justified  right  margin. 

Type  a  J  (rather  than  an  R)  for  your  right  margin  setting  Your  text  will  look  the  same 
on  the  screen,  but  when  you  print  the  document  the  pnnter  will  add  spaces  between 
the  words  on  each  ime.  Every  line  wril  end  exactly  at  the  right  margin. 

DECtype  will  not  add  spaces  between  words  separated  by  a  non-breaking  space. 
Non-breaking  spaces  are  entered  by  pressing  Gold  before  pressing  the  space  bar 

SETTING     ^'^  ^  typewriter,  tab  stops  are  useful  in  typing  tables  of  information   They  let  you 
TAB  STOPS     ^^^  ^^^  ^^^  '^^^  ^°  quickly  rriove  to  a  certain  column.  This  helps  you  line  up  text 

from  different  lines  of  the  table. 
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DECtype  has  tab  slops  loo  Bui,  like  the  RETURN  key,  the  TAB  key  does  more  than 
move  the  cursor;  it  separates  text  you  type. 


You  are  about  to  learn  how  to  use  DECtype  to  type  a  table  of  information,  such  as 
this  one; 


SAGEBRUSH  LEAGUE 
STANDINGS  Won 


Lost 


*  ExcludiKl  from  playoffs 


G  B 


Average 


ChCYENNE 

18 

7 

" 

720 

Virginia  City 

14 

11 

4 

560 

Laramie 

14 

12 

4.1 

538 

Laredo 

12 

12 

M 

500 

Dodge  City  * 

11 

l« 

f 

440 

Denver  * 

5 

18 

12 
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This  table  has  five  columns  You  want  each  column  to  line  up  as  shown  One  way  to 
do  this  would  be  to  just  type  the  text,  using  spaces  to  put  each  number  in  an  exact 
position   But  It's  faster  and  more  flexible  to  use  labs   Here's  how: 


1  Use  the  C  option  from  the  Mam  Menu  to  create  a  new  document  As  its  name, 
type  LEAGUE   You'll  see  the  usual  top-of-document  display 

2  Press  Gold  RULER  to  examine  the  ruler   It  now  has  a  left  margin  in  column  1 
and  a  right  margin  in  column  65. 


The  letter  T  in  a  ruler  marks  a  tab  stop    For  this  table,  you  il  use  tab  stops  in 
columns  21.  29  37,  and  45. 


3  Advance  the  cursor  to  column  21  and  type  T  to  put  a  tab  stop  there  Advance 
the  cursor  to  column  29  and  type  T  to  put  a  tab  stop  there  Put  two  more  tab 
stops  m  columns  37  and  45. 


Unlike  margins  (L  and  R),  you  can  have  more  than  one  tab  stop  in  a  ruler.  So  when 
you  type  T  to  install  a  tab  stop,  DECtype  never  pulls  out  other  tab  stops  You  must 
use  the  space  bar  to  remove  tab  stops. 

4     Press  RETURN  to  embed  this  ruler  m  the  document. 


5  Type  SAGEBRUSH  LEAGUE  on  the  first  line.  Press  RETURN. 

6  Type  STANDINGS  and  look  at  the  screen.  You  want  the  cursor  to  move  to  the 
first  tab  slop  Press  TAB.  Type  "Won"  and  press  TAB.  Type  "Lost  "  and  press 
TAB.  Type  "G.B."  and  press  TAB  Type  "Average  '  and  press  RETURN.  The 
screen  should  now  show  the  heading  of  the  table,  just  as  it  looks  in  this  book.  If 
it  doesn't,  press  Gold  RUB  LINE  to  get  rid  of  the  line  and  repeat  this  step. 
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7  Press  RETURN  again  to  put  \n  the  extra  space  bttVlfttn  tht  hMdmg  and  the 

body  of  the  table. 

8  Type  each  of  the  six  lines  ot  the  table  After  you  finish  typing  one  of  thenamtt 
or  numbers,  press  TAB   This  forces  the  next  thing  you  type  to  the  next  tab  stop 
After  you  finish  typing  each  line,  press  RETURN 

9  Press  RETURN  an  extra  time  and  type  the  table's  footnote 


Here's  what  you  should  see 
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Craatlng:  LEAGUE 


Figure  5-9     Tabular  information 


UNDER     Now  you're  done  typing  the  table  Before  filing  and  printing  the  document,  do  a  few 
STANDING    more  things  to  understand  exactly  what  is  in  the  document. 
TABULAR  TEXT 

1  Move   the   cursor   to   the   first    line   m   the  table   (the   one   that    starts   with 
CHEYENNE)   Move  the  cursor  to  the  first  digit  of  the  number  18 

After  you  typed  CHEYENNE,  you  pressed  TAB  This  not  only  moved  the  cursor,  it 
put  an  invisible  character  called  a  tab  mark  between  CHEYENNE  and  18  Like  a 
RETURN  character,  the  tab  mark  forces  those  two  words  apart,  and  it  stays  in  the 
document  until  you  remove  it, 

2  Remove  that  tab  mark  by  pressing  RUB  CHAR  OUT. 

Now  CHEYENNE  and  18  are  not  separated,  they're  up  against  each  other 


CMEVENNE'8 


-T 
7 


T T 


TTO 


Notice  that  the  other  numbers  have  shifted  one  tab  stop  to  the  left.  There  is  a  tab 
mark  separating  18  from  7  It  forces  7  to  move  to  the  next  tab  stop  This  is  now  the 
first  tab  stop,  not  the  second 
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Type  I  The  i  goes  between  CHEYfNNt  anti  18,  pushing  18  to  the  right  But 
nothing  else  on  the  ime  moves  yet  Keep  typing  i  characters  until  there  is  only  one 
space  between  18  and  /. 


t-—-- 


CmvfNNf  i<(ifif(«iif  ii  7 


It  you  type  one  more  i    18  will  bump  into  /    The  tab  marK  between  18  and  7  wil 
push  7  to  the  second  tab  stop    Try  it 


L  T 

C>€  T  ENNt  itiuxtti.uxu.iii  I  • 


.  f 


Now  rub  out  the  /  characters  and  press  TAB  to  put  a  tab  mark  back  in  between 
CHEYENNE  and  18 


When  you  press  TAB  you  put  a  lab  mark  tn  the  document  The  lab  mark  pushes  th« 
te»*  that  follows  it  to  the  next  tab  stop  (The  text  you  type  after  pressing  TA*!  is 
called  tabbed  tern  i  Bu'  the  tab  mark  doesn  t  specify  where  this  is,  the  tab  sto^.  ih 
the  ruler  does 


The  tab  stop  which  is  the  next"  one  depends  on  the  column  m  which  the  tab  mark 
lands  In  our  example  the  tab  mark  before  the  number  7  sometimes  pushed  7  to 
the  first  tab  stop  and  sometimes  to  the  second,  depending  on  the  amount  of  text 
that  preceded  the  tab  mark  on  the  line, 


REALIGN    The  tab  marks  showed  whether  a  piece  of  tabbed  text  shou'd  go  m  the  "Won" 

THE  TABLE    column,  the    Lost    column,  and  so  on   But  the  lab  stops  in  the  fjiers  told  DECtype 

where  to  position  these  columns  You  can  reposition  the  table  without  toucnmg  the 

text   by  changing   the  ruler    When  you  advance  through  the  table.    DECtype 

automatically  moves  the  text  to  the  correct  positions   Here  s  how  this  works 


1  Move  the  cu''S0r  to  the  top  of  the  document. 

2  Press  Gold  RULER  to  display  the  ruler 

3  Remove  the  tab  stop  m  column  2^  Move  the  cursor  there  and  press  the  space 
bar  The  T  will  disappear  Pressing  the  space  bar  will  remove  any  symbol  from 
a  ruler,  except  the  ieft  and  right  margins. 

4  Remove  the  tab  stop  in  column  29  Just  press  -g  WORD  will  move  the  cursor 
there.  Press  the  space  bar  to  remove  the  tab  s(op 

5  (Leave  tab  stops  m  columns  37  and  45  ) 

6  Add  a  tab  stop  at  column  50  by  movirig  the  cursor  there  and  typing  T  Add 
another  tab  stop  in  column  56. 


Rulers.  Margins,  and  the  Shape  of  Tet:        5-13 


f     Press  RETURN  to  embed  this  new  ruler  at  the  top  of  the  Jocument.  (See  Figure 
,     5-10.) 
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Figure  5-10     The  table  is  realigned. 

You  took  out  two  tab  stops  and  added  two  others.  There  are  still  four  tab  stops  in 
your  ruler,  but  each  one  is  to  the  right  of  where  a  tab  stop  used  to  be.  When  you 
advance  througn  the  table,  DECtype  will  automatically  move  eac  columr*  to  the 
right. 

When  you  typed  the  table,  you  used  the  TAB  key.  This  told  DECtype  to  position  the 
tabbed  text  according  to  the  ruler  If  you  change  the  ruler,  DECtype  moves  the 
tabbed  text. 

Again  you  see  the  advantages  of  using  rulers  and  changing  them  as  often  as 
necessary.  You  could  have  typed  spaces  to  position  your  columns,  but  then  it 
would  have  been  much  harder  to  move  them.  And  typing  spaces  would  have  been 
slower  and  would  have  forced  you  to  watch  the  screen. 


PROBLEMS  If  DECtype  ever  fails  to  line  up  the  columns  the  way  you  think  it  should,  the  problem 
WITH  TABS  may  be  that  one  of  your  tabbed  items  is  too  long.  In  the  previous  example,  if  you 
had  put  tabs  in  columns  13,  21.  29,  and  37,  here's  what  you  "ould  have  seen: 


L                     T 

_T 

i< 

-T 

jff 

R 

SAGEBRUSH  LEAQUI 

STANDINGSWon 

Lost 

G.B. 

Avarafle 

CHEYENNE  18 

7 

.^ 

.720 

Virginia  City 

14 

11 

4 

.560 

Larami*       14 

12 

4.5 

538 

Laredo         12 

12 

5.5 

.500 

[}odge  City  * 

11 

14 

7 

.440 

Denver         5 

18 

12 

.217 

Excluded  from  playoffs 
Creating:  '  EAGUE 

Figure  5-1 1      Tabbed  text  fails  to  line  up 
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The  Virginia  City  and  Dodge  City  lines  went  beyond  their  tab  zone  When  you  got  to 
the  tab  after  Virginia  City,  you  were  already  past  the  first  tab  stop  m  the  ruler.  So 
DECtype  pushed  "14"  out  to  the  second  tab  stop  Every  number  on  this  line  is  off 
by  one  tab  stop. 


SPECIAL 
TAB  STOPS 


To  solve  this  problem,  either  abbreviate  Virginia  C:ty  and  Dodge  City  or  go  back  to 
the  ruler  and  move  the  tabs  to  make  room  for  the  full  names  before  the  first  tab 
stop. 


On  a  typewriter,  tabs  |ust  move  you  to  a  certain  column  On  DECtype.  tabs  become 
part  of  your  document  and  control  the  postion  of  the  text  you  type.  Tabs  let 
DECtype  worry  about  positioning  and  aligning  text,  while  you  just  type  it  Since  you 
have  to  rely  on  DECtype  to  make  these  decisions,  there  are  several  kinds  of  tab 
stops  you  can  use  to  produce  different  effects. 


So  far,  you've  used  the  normal,  lett-justified  tab  stop.  This  is  what  you  get  when  you 
put  a  T  in  the  ruler.  It's  called  left-justified  because  DECtype  lines  up  the  tabbed 
text  on  the  left.  For  instance,  the  numbers  in  the  "Won"  column  on  your  screen  are 
aligned  on  the  left: 


18 
14 
14 
12 
11 


But  think  about  how  you'd  write  numbers,  or  how  a  calculator  would  print  them. 
Numbers  are  usually  aligned  on  the  right.  This  puts  all  the  ones  digits  in  the  same 
column,  all  the  tens  digits  in  the  same  column,  and  so  on: 


111 

14i 

141 
12! 

til 
SI 


RIGHT-   To  make  DECtype  line  up  the  tabbed  text  on  the  right,  use  a  right-justified  tab  stop 
JUSTIFIED    instead  of  the  normal,  left-justified  tab  stop.  You  set  a  normal  tab  stop  by  typing  "T" 
TAB  STOPS   in  the  ruler.  You  set  a  right-justified  tab  stop  by  typing  "  >  "  (right  angle  bracket)  in 
the  ruler. 


Here's  how  to  make  this  change  for  both  the  "Won"  and  "Lost"  columns: 

1      Move  the  cursor  to  the  start  of  the  word  CHEYENNE.  Press  Gold  RULER  to 
display  the  ruler. 
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You  moved  the  cursor  to  the  CHEYENNE  line  before  pressing  Gold  RULER 
because  you  want  to  embed  a  new  ruler  before  that  line  This  new  ruler  will  affect 
the  table,  but  will  not  affect  the  heading. 


Vou  now  have  "T"  tab  stops  in  columns  37.  45,  50,  and  56  You  want  to  replace  the 
first  two  "T"  tab  stops  with  "  "> "  tab  stops.  You  should  put  the  "  -"  lab  stops  one 
column  to  the  right  of  where  the  T"  tab  stops  used  to  be.  since  the  tabbed  text 
pushes  out  to  the  left  of  tho  tab  stop  when  you  use  a  right-justified  lab  stop. 

2  Move  the  cursor  to  column  37  and  press  the  space  bar  to  remove  the  T. 
ADVANCE  to  column  33  and  type  "  >"  to  install  a  nght-jusiified  tab  stop. 

3  Move  the  cursor  to  column  45  and  press  the  space  bar  to  remove  the  T. 
ADVANCE  to  column  46  and  type  "  >"  to  install  a  right-jusiified  tab  stop. 

4  Press  RETURN  to  install  this  new  ruler  at  the  top  of  the  table.  (See  Figure  5-12.) 
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Figure  5-12     Table  with  two  right-justified  tabs 


The  only  difference  is  in  the  single-digit  numbers.  You've  now  made  them  line  up 
on  the  right  instead  of  the  left. 


DECIMAL-  Numbers  are  correct  and  easy  to  read  when  their  tens  digits,  ones  digits,  and  so  on, 
ALIGNED  TABS  all  line  up.  But  some  of  the  numbers  in  the  "G.B."  co' .mn  are  counting  numbers 

and  some  are  mixed  numbers.  You  can't  get  the  ccrb^  digits  to  line  up  by  left- 
justifying  them  (as  they  are  now)  or  by  right-justifying  them: 


>- 


4 
4.5 
5.5 

7 
12 
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• 


The  third  type  of  tab  stop,  the  decimal-aligned  tab  stop,  aligns  all  these  numbers 
correctly  To  set  a  decimal-aligned  tab  stop,  type  ■'."  (period)  in  the  ruler.  Here's 
how  a  decimal-aligned  tab  stop  works: 


MNi 


liWiiiiioiiiiii  i«i,«]«  miiiiiiN 


T 


DECtype  aligns  the  tabbed  text  on  the  right  But  a  decimal  point  and  text  following  it 
sticks  out  further  to  the  right. 

Install  a  decimal-aligned  tab  stop  in  your  document: 

1  Move  the  cursor  to  the  line  containing  the  word  CHEYENNt.  Press  Gold 
RULER  to  display  the  ruler. 

2  Move  the  cursor  to  column  50  and  type  a  space  to  remove  the  tab  stop  there. 

3  Move  the  cursor  to  column  52  and  type  "."  to  install  a  decimal-aligned  tab  stop 
there 

4  Press  RETURN  to  embed  this  new  ruler  in  the  document.  (See  Figure  5-13.) 
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Figure  5-13     A  decimal-aligned  tab  stop 


All  your  columns  of  numbers  are  now  positioned  correctly. 

PRACTICE  Usually  the  cursor  moves  to  the  right  as  you  type.  But  if  there  are  right-justified  or 

TYPING  decimal-aligned  tab  stops  in  your  ruler,  this  may  not  be  the  case.  If  you  are  typing 

TABBED  TEXT  tabbed  text,  the  text  may  move  and  the  cursor  may  stay  put.  Ti.is  is  because  every 

time  you  type  a  character,  DECtype  adjusts  the  line  youre  on  in  order  to  keep  the 
tabbed  text  lined  up. 
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Practice  using  these  tab  stops  by  doing  the  following  things 


1  Press  RETURN  a  few  times  to  add  some  blank  lines  between  the  table  and  the 
next  example   You  won  t  be  using  that  table  in  this  exercise. 

2  Press  Gold  RULER  to  display  the  --uler. 

3  Type  0  (zero).  This  is  a  shortcut  you'll  le^m  about  m  Lesson  10  In  this  case,  it 
removes  all  the  lab  slops  (If  your  DEClype  Manager  has  changed  stored  ruler 
0,  this  shortcut  may  not  work  tor  you  In  this  case,  advance  to  each  tab  selling 
and  press  the  space  bar  to  remove  each  one  ) 

4  Move  the  cursor  lo  column  20  and  type  "  •  "  to  install  a  nghi-justitied  tab  s'op 
there. 

5  Press  RETURN  to  embed  this  new  ruler  in  the  docuir.«nt. 


Now  you  have  a  single,  righi-justified  tab  stop  to  work  with. 

6  Press  TAB.  The  cursor  moves  to  column  21.  The  text  you're  about  lo  type  is 
tabbed  text  Since  your  lab  stop  is  a  nghi-juslified  lab  slop.  DECiype  will  give 
this  text  special  treatment 

7  Look  at  the  screen  and  type  Hello".  The  wo^d  shifts  left  as  you  type  il  With 
every  character  you  type,  DECtype  adjusts  its  position  so  that  its  last  character 
is  at  the  tab  stop. 

8  Press  RUB  CHAR  OUT  triree  times  and  see  what  happens  DECtype  still 
makes  the  word  (or  what's  left  of  it)  line  up  Retype  the  rest  of  the  word,  press 
RETURN  and  then  TAB 


9  Type  the  words  shown  below.  After  you  type  each  word,  pross  RETURN  then 
press  TAB  RETURN  moves  the  next  word  down  one  line,  and  TAB  moves  it  out 
to  the  lab  stop  and  turns  It  into  tabbed  text  (sSee  Figure  5-14.) 


i~ 


— > 

H>Ho 

lh«re 

How 

■re 

you' 


Figure  5-14     Right-iustified  words 


10   Press  RETURN  a  few  limes. 


Now  practice  with  a  decimal-ahgned  lab  slop: 
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1  Press  Gold  RULER  to  display  the  ruler. 

2  Move  the  cursor  lo  column  20  and  type        to  .nstall  a  decimal-aii'^i'^d  lab  stop 
The  "  >"  IS  replaced.  A  rulm  can  only  hold  one  sotting  at  a  time  m  any  column 

3  Press  RETURN  to  emoed  this  new  ruler  m  the  document. 

4  Press  TAB  and  type  tne  following  numbers  After  you  type  each  number,  press 
RETURN,  then  press  TAB  Watch  the  screen  to  see  DECtype  aliyn  the 
numbers. 


1  50 
$1,000  ooo 
$2 

0  00001 
42  2 
25 
$39  93 


RIGHT  MARGIN    Press  RETURN  a  few  times  Now  press  Gold  RULER  to  display  The  ruler,  move  the 
IS  A  TAB  STOP   cursor  to  column  20,  and  type  a  space  to  get  rid  of  the  tab  stop  Press  RETURN  to 

embed  this  ruler  m  the  document.  ^ 


Now  there  are  no  tab  stops  in  the  ruler  What  happens  if  you  press  TAB'^  Try  it  The 
cursor  moves  all  the  way  to  the  right  margin. 


If  you  type  the  word  "Hello  '  now,  you  will  see  that  It  shif*s  to  the  left  as  you  type  It. 
The  right  margin  (R  or  J)  acts  like  a  nght-justified  tab  stop  (  >). 

INDENTA-  ^^®  '^^^  margin  is  the  place  where  the  cursor  goes  after  you  press  RETUF^N  a;.d 
TION  ^^^^^  DECtype  inserts  a  word  wrap  return  to  force  a  word  to  a  new  line. 

There  are  times  when  you  don't  want  the  cursor  to  return  to  the  left  margin  At  these 
times,  you  can  put  an  indent  m  the  ruler  to  tell  DECtype  which  column  the  cursor 
should  return  to  instead. 


To  learn  how  indents  work,  edit  the  document  SPEECH    This  is  the  document 
whose  errors  you  corrected  in  Chapter  3 

WORD  WRAP  Press  Gold  RULER  to  display  the  ruler.  Move  the  cursor  to  column  6  and  type  W 
INDENT  This  installs  a  word  wrap  indent  in  column  6   Press  RETURN  to  embed  this  new 
ruler  at  the  top  of  the  document 

To  see  what  a  word  wrap  indent  does,  advance  to  the  end  of  the  document 
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A  word  wrap  Indent  pushes  to  the  right 
(indents)  every  line  except  the  first  In  a 
paragraph  That  Is,  if  OECtype  inserts  a 
word  wrap  return,  fhe  next  word  is 
Indented  But  if  you  press  RETURN,  the 
next  word  Isn  t  indented. 


Now  that  you  know  what  It  does,  undo  what  you 

just  did  Move  the  cursor  back  to  the  top  of 

the  document,  press  Gold  RULER,  move 

the  cursor  to  the  W.  and  type  a  space  to 

remove     the     W.     Press     RETURN     to 
L R.>™_, 

change  the  embedded  rule''   As  you  move 

the  cursor  to  the  end  of  the  document,  you 
see  that  the  text  is  back  to  normal. 


There  can  be  only  one  word  wrap  indent  (W)  m  a  ruler   It  another  W  is  embedded, 
the  first  W  wiil  De  removed. 


NUMBERED  OR   Why  would  you  ever  want  to  indent  every  line  m  a  paragraph  except  the  tir«>»'^  You 
BULLETED    would  do  this  if  you  had  several  numbered  or  bulleted paragraphs   The  text  of  these 
LISTS    paragraphs  is  indented    But  each  paragraph  has.  at  the  start  of  the  first  line,  a 
number,  word,  or  symbol  that  must  not  be  indented 


Here  is  a  buffeted  list  for  you  to  add  to  the  end  of  the  document  SPEECH: 


So   my  friends    to  summarize  my  remarks  today 

•  Sugar  can  solve  our  energy  problems  and  return  our  nation  to  energy  self 
sufficiency 

•  I  am  the  only  candidate  that  has  pledged  my  support  to  strengthening  our 
nation  through  the  wise  use  of  sugar. 

I  thank  you  for  your  support 


Here's  how  to  add  this  bulleted  iist: 


1  Press  RETURN  to  add  a  b.ank  line  after  the  end  of  the  current  text   Then  type 
the  first  line  (So.  my  fnends  .  .  .  ")  and  press  RETURN 

2  Press  RETURN  aga.n  to  acd  a  bla'     ime. 

3  Press  Gold  RULER  to  display  the  ruler    Install  a  word  wrap  indent  C'VV)  m 
column  5  and  press  RETURN  to  embed  this  r^.ew  ruler  m  the  document 
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4  Type  "o"  (lowercase  O).  This  looks  like  a  bullet.  If  you  want,  you  can  use  a  pen 
to  fill  it  in  after  DECtype  prints  the  document.  Sometimes  you  may  use  the 
asterisk  *  or  brackets  [  ]  in  lists  like  this  one. 

5  Press  TAB. 


A  word  wrap  indent  ("W")  is  also  a  tab  stop.  Pressing  TAB  moves  the  cursor  to  the 
W  and  positions  the  start  of  the  next  paragraph  there. 

6  Type  the  paragraph  that  starts  with  "Sugar  can  solve  ..."  Don't  worry  about 
positioning;  the  word  wrap  return  will  make  it  an  indented  paragraph. 

7  Press  RETURN  twice  to  start  the  next  paragraph. 

8  Type  another  "o",  press  TAB,  and  type  the  next  paragraph.  After  you're  done, 
press  RETURN  twice. 

9  Press  Gold  RULER  to  display  the  ruler,  move  the  cursor  to  column  5,  and  type  a 
space  to  remove  *';e  word  wrap  return.  Press  RETURN  to  embed  this  ruler. 

10  Type  the  last  line  ("I  thank  you  ...")  and  press  RETURN. 


Here's  how  the  screen  should  look  now: 


-w- 


So,  my  frtonds,  to  suiniiuiriio  my  romarks  today: 

•  Sugar  can  aolva  our  anargy  proMama  and  ratum  to  anargy  aalf- 
auffidanqf. 

•  I  am  ttw  only  candidata  that  haa  pladgad  my  aupport  to 
atrangttianing  our  nation  ttwough  ttic  wlaa  uaa  of  augar. 

L R 


I  thank  you  for  your  aupport. 

Figure  5-15       Bulleted  list 


For  extra  practice,  type  the  numbered  list  you  just  read.  Start  by  typing  the  words 
"Here's  how  to  add  this  bulleted  list:"  Then  type  the  numbered  steps  1  through  10 
as  they  appear  in  this  book.  Change  the  ruler  —  putting  in  and  taking  out  the  word 
wrap  indent  —  as  often  as  necessary. 

In  Lesson  11  you  will  learn  how  to  save  ruler  settings,  which  will  make  it  easy  to 
frequently  change  rulers. 


• 


PARAGRAPH  Word  wrap  indents  make  DECtype  indent  every  line  of  a  paragraph  except  the  first. 
INDENT   Depending  on  the  style  you  use  to  type  letters,  you  may  want  to  indent  only  the  first 
line  of  a  paragraph. 
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You've  put  a  NEW  PAGE  mark  in  the  document.  This  mark  makes  one  pagination 
decision  for  DECtype.  But  for  now,  you  want  DECtype  tc  decide  where  the  other 
pages  should  end.  This  means  that  you  still  want  DECtype  to  automatically 
paginate  the  document. 


Type  YES  or  OK  to  pnnt  the  document.  Look  at  the  printed  document.  The  first 
page  is  nearly  blank.  This  is  because  you  used  the  NEW  PAGE  mark.  You  told 
DECtype  to  move  to  a  new  page  after  printing  that  first  line. 


The  other  pages  are  full.  Since  you  used  automatic  pagination,  DECtype  counted 
the  number  of  lines  it  had  printed  on  a  page.  The  page  layout  settings  allow  a  text 
size  of  54,  so  DECtype  put  exactly  54  lines  of  text  on  a  page.  After  printing  the  54th 
line,  It  moved  to  the  top  of  a  new  page. 


SUMMARY  That's  how  easy  it  is  to  use  automatic  pagination.  Insert  NEW  PAGE  marks 

wherever  you  need  a  new  page  —  for  instance,  at  the  start  of  a  chapter.  If  you  don't 
use  NEW  PAGE  marks,  DECtype  simply  fills  every  page  with  text. 


MANUAL  f^sinual pagination  lets  you  control  exactly  where  every  page  will  break.  You  can 
PAG  IN  A-  ^^^^  ^^''®  ^^^^  ^  table,  chart,  or  paragraph  is  not  divided  between  pages. 

TION 

PAGE  MARKER  Once  again,  edit  the  document  EDUCA.  The  cursor  is  at  the  top  of  the  document 
^       /l^^  P»'ess  Gold  PAGE  MARKER,  tne  Gold  function  of  the  P  key.  DECtype  inserts  a 
PAGE  MARKER  at  the  top  of  the  document. 


PAGE     MARKER 


Rub  It  out.  You  can  insert  and  remove  PAGE  MARKERS  in  the  same  way  as  NEW 
PAGE  marks. 


The  difference  between  NEW  PAGE  marks  and  PAGE  MARKERS  is  that  a  NEW 
PAGE  mark  says  that  a  page  must  end  here  always,  even  if  automatic  pagination  is 
used  It  stays  in  the  document  to  separate  text  until  you  remove  it  A  PAGE 
MARKER  IS  a  "soft"  page  break  marker  It  says  that  a  page  or  a  line  should  end 
here  based  on  the  text  that's  in  the  document  at  the  moment. 


HOW  TO  You  paginate  a  document  by  going  through  it  and  inserting  PAGE  MARKERS  to 
PAGINATE   indicate  where  the  pages  should  end. 


Press  (jold  PAGE  (the  Gold  Key  and  the  blue  distance  key)  This  tells  DECtype  to 
figure  out  where  tha  next  page  will  end  and  move  the  cursor  there  DECtype  moves 
past  the  NEW  PAGE  mark  By  inserting  the  NEW  PAGE  mark,  you  forced  the  first 
page  »o  end  he^e. 
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TYPE  A  HEADER   Now  give  this  document  a  header  and  a  footer.  Suppose  you  want  the  name  of  the 
AND  FOOTER   document  at  the  top  of  every  page  and  today's  date  at  the  bottom.  Here's  what  to 
do: 


%  Press  Gold  CMND  again  to  start  another  print  control  command. 

2  Type  the  word  TOP  and  press  RETURN. 

3  Type  EDUCATION  IN  EARLY  AMERICA  and  press  RETURN. 

4  Press  Gold  CMND  again  to  end  the  command. 


O 


Telling  DECtype  that  you  want  a  header  and  thai  you  want  a  footer  takes  two 
separate  print  control  commands.  Type  the  second  one: 

5     Press  Gold  CMND.  Type  BOTTOM  and  press  RETURN. 

DATE4\  ^     ^^^^^  ^^'^  ^^^^  *  TME,  the  Gold  function  of  the  backslash  key.  This  key 
TIME  types  the  correct  date  and  time. 


Unlike  the  date  and  time  on  a  menu,  this  date  and  time  won't  change.  The  numbers 
and  symbols  are  now  part  of  your  document,  just  as  though  you  typed  them  You 
can  remove  any  or  all  of  them  using  delete  or  rubout  functions  You'll  learn  about 
another  way  to  include  the  date  in  a  header  or  footer  later  m  this  lesson. 

7     Press  RETURN.  Press  Gold  CMND  again  to  end  the  command. 


Here's  what  these  commands  might  look  like: 


START    PRINT   CONTROL 

TOP 

EDUCATION  IN  EARLY  AMERICA 

END  PRINT  CONTROL- 

START    PRINT   CONTROL 

BOTTOM 

March  10,  1981  Tuesday  08:45:23 

ENo  PRINT  CONTROL — 


Now  file  and  print  the  document  Examine  the  printed  copy. 


RFriwrMFNTS  You  could  make  the  printed  copy  look  better  by  Uomy  iwu  ihmys; 


1      Take  the  header  and  footer  off  the  title  page,  and  have  it  take  effect  of  the  first 
page  of  text. 
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These  keys  do  not  have  gold  lettering  on  them.  You  can  use  the  HELP  feature 
(Gold  H),  discussed  in  Lesson  2,  to  view  these  keys  as  they  are  used  with  DECtype. 


THE  When  you  use  the  math  functions,  you  will  see  the  results  of  your  calculations 

C  ALCU-  displayed  on  the  23rd  line  of  the  screen;  this  is  called  the  calculator.  (The  23rd  line 

I  A  TOR  ®'^°  displays  the  document  name  in  reverse  video.  Only  the  right  side  of  the  line 

L.M  I  un  jjispiays  the  calculator.) 


1     Create  a  document  named  MATH. 


2     Press  Gold  O  (the  letter  0.  not  zero).    Near  the  bottom  of  your  screen  you  will 
see: 

Result  =  0 

Gold  O  clears  the  calculator;  it  sets  it  back  to  zero.  It  is  good  practice  to  begm  your 
calculations  by  pressing  Gold  O,  although  it  is  not  necessary  if  you  have  not  used 
the  calculator  since  you  began  editing  your  document. 


Rling  the  document,  or  using  Gold  QUIT  (described  in  Lesson  3).  also  clears  the 
calculator. 


The  calculator  will  remain  on  your  screen  until  you  file  the  document  or  press  Gold 
MENU  to  view  the  Editor  menu.  If  you  view  the  Editor  Menu  the  calculator  is  no 
tonger  displayed  but  it  is  not  cleared.  To  redisplay  it.  simply  use  one  of  the  math 
functions,  such       Gold  E. 


ADDITION    DECtype  can  add  the  number  at  the  cursor  to  the  total  in  the  calculator. 


0(D 


3     Type  the  number  25.  Do  not  put  a  spars  after  the  number.  Now  press  Gold  Z. 
The  25  IS  added  to  the  total,  and  the  calculator  now  has  a  result  of  25. 

Result  =25 


4  Press  RETURN. 

5  Now  type  the  number  10.5  and  press  Gold  Z  again.  This  adds  10.5  to  the  result 
in  the  calculator. 

Result  «  35.5 

6  Press  RETURN. 

7  Type  the  number  5  and  press  Gold  Z.  Agsin.  the  number  is  added  to  the  result 
in  ihe  caicuiaior. 


Result  =  40.5 
8     Press  RETURN  twice  to  leave  a  blank  space  after  the  column  of  numbers. 
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HIGH-  The  UPPER  CASE  key  capitalizes  letters.  Suppose  you  wanted  to  capitalize 
LIGHTING  ^^®  ^^^^  "most"  in  the  second  line  of  the  first  paragraph: 

SINGLE 

CHAR-   1     Move  the  cursor  to  the  first  character  you  want  to  capitalize.  In  this  case, 
ACTERS         put  it  under  the  "m"  in  "most." 

most  important  practices  in  the  culture  of  grapes,  it  is  a 

©2     Press  UPPER  CASE.  DECtype  capitalizes  the  character  at  the  cursor 
position  and  advances  the  cursor  to  the  next  character. 

(Most  important  practices  in  the  culture  of  grapes.  It  is  a 
3     Keep  pressing  UPPER  CASE  until  you  reach  the  the  I  m  "It." 

MOST    IMPORTANT    PRACTICES    IN    T*    CULTURE    OF 
GRAPES.  Jt  is  a 

Notice  that  DECtype  did  not  change  the  period  at  the  end  of  the  sentence 
when  you  passed  the  cursor  over  it.  UPPER  CASE  only  affects  alphabetical 
keys. 

TWO-  '"  Lesson  3,  you  saw  that  you  can  press  a  white  key  (ADVANCE  or  BACK  UP) 
KEYSTROKE  ^°  ^®"  DECtype  what  to  do,  then  a  blue  distance  key  to  tell  DECtype  how  far  to 
COMMANDS  ^°  '^'  ^^^  instance,  you  can  press  BACK  UP  LINE  or  ADVANCE  SENT. 


/*      \/      \  You  can  use  the  white  highlighting  keys  in  the  same  way.  For  instance, 
^— ^^ — ^  whole  page 


uppERjl  WORD  J  UPPER  CASE  WORD  capitalizes  a  word.  UPPER  CASE  PAGE  capitalizes  a 


If  you  press  any  blue  key  directly  after  pressing  any  white  key.  the  cursor  will  move 
over  the  text  described  by  the  blue  key,  doing  whatever  is  described  on  the  white 
key.  This  special  rule  stays  in  effect  until  you  press  another  white  key.  start  typing 
again,  or  use  another  editing  command. 

In  the  last  exercise,  you  pressed  UPPER  CASE  to  capitalize  individual  letters  This 
means  the  special  rule  is  in  effect  right  now.  If  you  press  the  blue  distance  keys, 
they  will  capitalize  letters  in  addition  to  moving  forward. 

1  Press  WORD.  DECtype  moves  the  cursor  past  the  word  "It"  and  capitalizes  the 
word. 

MOST  IMPORTANT  PRACTICES  IN  T«  CULTURE  OF  GRAPES   IT  is  a 

2  Press  LINE.  DECtype  moves  to  the  start  of  the  next  line,  capitalizing  all  the 
letters  it  passes. 

MOST  IMPORTANT  PRACTICES  IN  T«  CULTURE  OF  GRAPES    IT  IS  A 
complex  and  highly  judgemental  skill.  It  controls  the 
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MULTIPLE    ^^^  ^^''®®  highlighting  techniques  you've  seen  so  far  —  capitalization,  underhning, 
HIGH      ^"^  bolding  —  are  all  independent  of  each  other.  You  can  emphasize  text  in  more 

LIGHTING  «^«"°"«"3y 

Adding  both  underlining  and  bolding  to  a  word  is  a  two-step  operation.  One  way  to 
do  this  is  to  move  the  cursor  to  the  first  character  and  press  UNDER  LINE;  press 
the  blue  distance  keys  to  underline  the  word  or  section.  The  back  up  to  the  first 
character  again  and  press  BOLD;  press  the  blue  distance  keys  to  bold  the  word  or 
section.  You  could  use  the  SEL  key  method  in  much  the  same  way  to  accomplish 
this;  you  must  select  the  word  or  section  twice. 


In  the  same  way.  pressing  Gold  BOLD  removes  bolding  from  a  piece  of  text,  but  if 
the  text  is  underlined  too  it  stays  underlined  even  after  you  remove  bolding.  If  you 
wanted  to  remove  its  underlining  also,  you'd  have  to  do  that  separately. 

CENTERING    a  fmal  way  to  add  emphasis  to  text  is  to  center  it  'n  the  middle  of  a  line.  You'd 

typically  do  this  with  titles  and  subtitles.  VINES  has  a  centered  title. 


You  tell  DECtype  that  you  want  a  line  centered  by  pressing  Gold  CENTR.  DECtype 
counts  characters  and  does  the  exact  positioning  for  you.  If  you  add  or  remove  text 
from  the  line  or  even  change  the  ruler,  DECtype  adjusts  the  line  so  it  stays 
centered. 


PRACTICE  To  practice  centering  text,  do  these  things: 


1  Create  a  new  document.  Name  it  CENTER. 

2  Type  your  name.  Don't  press  RETURN.  Look  at  the  screen.  Your  name  is  now 
lined  up  at  the  left  margin. 


Pressing  Gold  CENTR  puts  a  centering  mark  in  the  document  You  can  see  this 
centering  mark  using  Gc'i  VIEW.  The  centering  mark  centers  the  line  that  comes 
before  it.  So  to  make  a  centered  line,  type  the  text  you  want  centered,  then  press 
Gold  CENTR. 


Like  a  return,  the  centering  mark  pushes  the  cursor  and  any  text  after  it  to  the  start 
of  a  new  line. 


4     Press  BACK  UP  The  cursor  is  now  at  the  end  of  the  centered  line  and  points  to 
the  centering  mark. 
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ORDER  OF   List  Processing  always  processes  the  records  in  a  list  document  in  the  order  in 
RECORDS    which  they  appear.  If  you  are  using  List  Processing  to  prepare  customized  form 
letters,  therefore,  it  probably  won't  matter  what  order  the  records  are  in. 

If  you  are  using  List  Processing  to  prepare  a  table  with  the  information  from  the  list 
document,  the  order  will  matter.  You  should  insert  each  new  record  in  the  list 
document  so  that  the  records  are  in  the  order  you  want.  For  instance,  if  you  want 
List  Processing  to  produce  a  table  whose  lines  are  in  alphabetical  order  by  last 
name,  insert  records  into  the  list  document  so  that  the  <last>  fields  are  m 
alphabetical  order. 

FIELDS  Each  record  is  made  up  of  fields.  A  field  consists  of  the  field  name,  typed  inside 
<  angle  brackets  >,  and  the  field's  value,  the  contents  of  the  field.  The  value  is 
typed  immediately  after  the  right  angle  bracket  (>). 

<field  nam«  1>value 
<fieid  name  2>value 

A  field  cannot  be  more  than  one  line  long.  Each  line  in  a  record  must  have  a 
separate  field  name. 

FIELD  NAMES   The  field  name  is  the  text  between  the  left  angle  bracket  and  the  right  angle 

bracket.  The  following  record  contains  fields  named  STREET,  TOWN,  STATE,  and 
ZIP. 


<  STREET>34  Mill  Street 

<  TO WN>Bellow8  Fails 
<STATE>Vermont 
<ZIP>5101 


There  are  two  restrictions  on  field  names: 


1  They  may  not  include  the  characters  <  or  >  .  since  these  are  used  to  mark  the 
start  or  end  of  the  field  name. 

2  They  may  not  be  longer  than  20  characters. 


Except  for  these  restrictions,  you  may  use  any  text  you  want  as  a  field  name  The 
name  you  give  a  field  should  indicate  the  meaning  of  its  value.  For  instance,  if  you 
are  creating  records  with  peoples  names,  it  would  make  sense  to  name  the  fields 
<  first  >  and  <  last  >  instead  of  <  f  >  and  <  I  >.  Meaningful  field  names  make  it 
easier  to  edit  or  make  addiliorib  to  the  list. 


Of  course,  longer  field  names  require  more  storage  space  on  the  storage  device.  If 
you  think  you  may  run  short  of  space  as  you  add  records  to  your  list  document,  you 
should  not  make  field  names  longer  than  necessary. 
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<firtt>HBrnian 

<la8t>Mun8ter 

<addr1>40  Ditty  Lane 

<addr2>Mithlond,  Ml  48351 

<avg>110 

<teani>4 

<flr8t>Cy 

<  la8t>Oraconi8 

<addrl>  Sagebrush  Court 

<addr2^Mithlond.  Ml  48351 

<avg>104 

<team>3 

<> 

Create  a  document  called  "Form"  and  type  this  into  it: 


MITHLOND  BOWLING  LEAGUE 
1140  Main  Street 

<flr8t>  <la8t> 

<add»'1> 

<addr2> 

Dear  <fir8t>: 

Welcome  to  the  league  for  the  1981  season!  We  have  assigned  you 
to  team  <team>. 

Our  records  show  thaK  your  bowling  average  is  <avg>.  Please  let 
me  know  if  this  is  in  error. 

We  re  looking  forward  to  seeing  you  at  the  Mithlond  Lanes  on 
Tuesdays! 

Sincerely 

— NEW  PAGE 


Now  run  List  Processing  by  following  the  same  steps  listed  earlier  in  this  chapter. 
The  first  page  of  the  output  document  should  look  like  this: 


MITHLOND  BOWLING  LEAGUE 
1140  Main  Street 

Giff  Scullock 
1205  Main  Street 
Mithlond,  Ml  48351 

Dear  Giff: 

Weltome  to  the  league  for  the  1 981  season!  We  have  assigned  you 
to  team  3. 

Our  records  show  that  your  bowling  average  is  151.  Please  let  me 
know  if  this  is  in  error. 

We're  looking  forward  to  seeing  you  at  the  Mithlond  Lanes  on 
Tuesdays! 

Sincerely 

Each  of  the  next  four  letters  should  be  addressed  to  a  different  person.  If  there  is  an 
error,  refer  back  to  the  section  of  this  lesson  titled  "Examine  the  Output." 
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COMBINING  You  can  combine  many  characters  into  a  composite  character.  Add  characters  to 
MORE  THAN  TWO   your  composite  character  by  following  steps  5  through  9. 
CHARACTERS 


5  Edit  the  document  OVERST  again. 

6  Move  the  cursor  past  the  special  symbol  that  shows  you  where  the  DEAD 
character  is.  Type  "h"  Back  the  cursor  up  over  the  H  and  press  Gold  DEAD 
KEY.  The  H  seems  to  have  disappeared.  Actually,  it  is  inside  the  composite 
character.  Although  the  dead  character  looks  the  same  on  the  screen,  it  now 
combines  c,  /.  and  H, 

7.  Type  (ci, ,  press  BACK  UP.  and  then  press  Gold  DEAD  KEY  again.  You  have 
included  a  fourth  character  in  the  composite  character. 


TYPING  FOREIGN  LETTERS 

Several  foreign  languages  use  the  same  alphabet  as  English,  but  add 
marks  above  or  below  some  letters.  These  are  called  diacritical  marks. 

Sometimes  they  help  show  how  to  pronounce  a  word. 

On  English  DECtype  units, 
marks. 

you  can  use  dead  keys  to  produce  diacritical 

Name 

Language 

Example 

How  to  produce  it 

Acute 

French 

fianc^ 

Combine  the  letter 

accent 

or  Spanish 

and  '  (apostrophe) 

Cedilla 

French 

facon 

Combine  c  and  , 
(comma) 

Circum- 

French 

cote 

Combine  the  letter 

flex 

and  ^  (SHIFT  6) 

Grave 

French 

Sevres 

Combine  the  letter 
and     (the  key  with 
HALT  on  the  front) 

Tilde 

Spanish 

manana 

Combine  n  and  ^  (the 
key  with  HALT  on  the 
front,  shifted) 

Umlaut 

German 

Lowenbrau 

Combine  the  letter 
and  "  (quote  mark) 

• 


For  additional  practice,  edit  the  document  OVERST  and  type  the 
examples  shown  above.  Type  each  word  on  a  separate  line.  Combine 
the  characters  shown  with  Gold  DEAD  KEY  in  order  to  produce  the 
composite  characters.  File  and  print  the  document  to  see  the  results. 
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If  you  use  F  instead  of  L  as  the  left  margin  in  your  ruler,  then  every  line  of  text  on  the 
screen  becomes  a  half-line  on  the  paper.  That  is.  whenever  DECtype  finishes 
printing  a  line,  it  moves  the  paper  down  only  half  a  line.  (Note  that  some  printers  are 
not  capable  of  pnnting  half-lines.  On  these  printers,  the  F  ruler  setting  will  be 
ignored  and  the  document  will  be  printed  using  regular  single-spacing.) 

To  type  these  complicated  formulas,  the  easy  way  is  to  use  F  m  your  ruler  and  tell 
DECtype  exactly  what  you  want  on  each  half-line  level. 

1      Go  to  the  end  of  the  document,  then  press  RETURN  several  times  to  separate 
this  exercise  from  the  last  one. 


2  Press  Gold  RULER  to  view  the  ruler.  Type  F.  It  replaces  the  L  in  the  ruler  as  the 
left  margin.  Press  RETURN  to  embed  this  new  ruler  in  the  document. 

3  Make  a  sketch  of  the  formulas  you  want  to  produce.  A  piece  of  graph  paper  is 
helpful.  In  the  first  example,  your  sketch  might  look  like  this: 


Column 
2  levels  u( 
1  level  up< 
text  level  » 

1  level  down—- »> 

2  levels  down-^ 


Your  sketch  shews  you  what  characters  you  want  in  each  column  and  each  level  (or 
half  a  vertical  line).  The  line  labeled  "1  level  up"  has  the  superscripts;  the  line 
labeled  "1  level  down"  has  the  subscnpts.  In  this  example,  there  are  no  characters 
2  levels  up  or  down. 


Now  type  the  characters  you  have  sketched,  line  by  line.  That  is.  first  type  the 
superscripts  in  the  columns  where  you  have  sketched  them.  Press  RETURN. 
Next,  type  the  text  you  want  to  appear  on  the  normal  level  and  press  RETURN 
again.  Finally,  type  the  subscripts  in  their  proper  position  and  press  RETURN. 
Here's  how  it  looks: 


2  2  2 

F       +      F      +      F      + 
0  1  2 


5     Press  RETURN  two  extra  times. 


Sketch  and  type  the  second  example.  In  this  example,  there  are  no  subscripts, 
but  there  are  buperscnpib  ui  Superscripts.  On  the  line  labeled  "2  levels  up," 
write  the  highest  superscripts.  On  the  line  labeled  "1  level  up."  write  the 
regular  superscripts.  On  the  next  line,  type  the  characters  which  are  not 
superscripts. 

Type  those  three  lines  as  you  sketched  them   Here's  what  you  should  see: 
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A  library  document  takes  the  same  form  as  an  abbreviation  document   However. 
With  library  documents,  the  name  can  be  from  1  to  16  characters  long. 


Vou  call  text  from  the  library  document  with  Gold  LIBRY,  the  Gold  function  of  the  L 
koy. 


Prar'ce  by  creating  a  library  document. 

'» 

1  Create  another  document.'  Name  it  NEWLIB.  Give  it  the  document  description 
NEW  LIBRARY  DOCUMENT. 

2  Type  the  following  name:  "<< bind >>  ". 

3  DECtype  will  remember  whatever  text  you  type  now,  and  insert  it  in  a  document 
when  you  use  the  name    bind   '  Type  this  paragraph: 

It  is  agreed  and  understood '^ at  the  stipulations  aforesaid  are  to 
apply  to  and  bind  the  heirs,  executors,  administrators  and  assigns 
of  the  respective  parties.  <^<^> 


If  this  paragraph  would  always  be  used  as  a  separate  paragraph,  you  would 
include  two  RETURNS  after  the  name,  and  two  RETURNS  before  the  double 
angle  brackets.  The  paragraph  would  then  look  like  this: 

<  <bind  >> 

It  is  agreed  and  understood  that  the  stipulations  aforesaid  are  to 
apply  to  and  bind  the  heirs,  executors,  administrators  and  assigns 
of  the  respective  parties. 


4  File  the  document. 

5  As  you  did  with  your  abbreviation  document,  you  must  tell  DECtype  that  this 
document  is  your  library  document.  Look  for  the  LD  (Library  Document)  option 
on  the  Main  or  Editor  Menu: 


Again,  the  DECtype  Manager  may  want  you  to  use  LIBR^  as  your  library 
document.  For  now,  you  want  to  use  NEWLIB  as  your  library  document. 

6     Type  LD,  a  space,  and  the  name  of  the  document  you  just  created,  NEWLIB 

LD  NEWLIB 

Press  RETURN  to  complete  the  command. 


'     You  may  specify  a  device  or  directory  with  this  command  See    Storage  Devices  and  Directones"  m  Lesson  2 
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SAVING      ^°^  learned  about  rulers  in  Lesson  5.  Rulers  show  the  location  of  the  margins  and 
RULERS     ^"^  ^^"^  stops,  indentations,  or  a  centering  point.  You  use  rulers  to  tell  DECtype  the 
shape  of  the  text  up  to  the  next  ruler. 


For  instance,  you  may  use  a  plain  ruler  for  normal  text: 


But  you  may  have  a  different  ruler  for  typing  tables: 


DECtype  can  save  rulers. 


If  you've  set  the  margins,  tab  stops,  and  other  ruler  settings  the  way  you  want  them 
for  a  certain  situation,  you  can  tell  DECtype  to  remember  that  ruler  (that  group  of 
settings).  Later  you  can  call  a  ruler  out  of  the  DECtype  memory  and  put  it  in  the 
document  you're  editing. 


DECtype  stores  rulers  under  the  numbers  0  througn  9.  For  instance,  suppose  the 
two  rulers  above  are  your  favorite  rulers.  You  can  store  the  simple  ruler  under 
number  1  and  store  the  indented  ruler  under  number  2. 


Although  DDKs  and  rulers  are  both  stored  under  the  numbers  0  through  9,  they  do 
not  affect  each  other  because  of  the  way  you  call  them. 


BENEFITS  When  you  store  a  ruler  under  a  number,  you  can  quickly  put  it  in  the  document 

you're  editing.  This  saves  you  time.  Suppose  you  wanted  to  embed  the  indented 

ruler  in  a  document.  Without  stored  rulers,  you'd  have  to  move  the  cursor  through 

the  ruler,  typing  L,  T.  T.  T.  and  R  to  show  DECtype  exactly  where  ^o  put  the 

settings.  With  stored  rulers,  you  just  tell  DECtype.  "Use  all  the  same  settings  that  I 
stored  under  number  2." 


Stored  rulers  also  make  you  a  more  consistent  typist,  Suppose  you're  typing  a 
report  with  eight  tables  of  numbers.  The  report  will  look  neat  if  all  the  tables  have 
the  same  format  —  if  every  table  uses  the  same  spacing  for  its  columns.  You  want 
to  use  the  same  ruler  for  all  eight  tables,  but  if  you  had  to  set  up  the  ruler  yourself, 
you  might  not  produce  exactly  the  same  ruler  in  all  eight  places.  So  store  the  ruier 
you  used  for  the  first  table  and  call  it  back  when  it's  time  to  type  the  other  tables. 


With  your  letterhead  stored  in  a  library  document  md  with  stored  rulers,  you  could 
easily  produce  a  document  that  looked  just  like  one  you  typed  a  year  earlier. 
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4  Type  "o"  (lowercase  0).  This  looks  like  a  bullet.  If  you  want,  you  can  use  a  pen 
to  fill  it  in  after  DECtype  prints  the  document.  Sometimes  you  may  use  the 
asterisk  *  or  brackets  [  ]  in  lists  like  this  one. 

5  Press  TAB. 


A  word  wrap  indent  ("W")  is  also  a  tab  stop.  Pressing  TAB  moves  the  cursor  to  the 
W  and  positions  the  start  of  the  next  paragraph  there. 

6  Type  the  paragraph  that  starts  with  * 'Sugar  can  solve  ..."  Don't  worry  about 
positioning;  the  word  wrap  return  will  make  it  an  indented  paragraph. 

7  Press  RETURN  twice  to  start  the  next  paragraph. 

8  Type  another  "o",  press  TAB,  and  type  the  next  paragraph.  After  you're  done, 
press  RETURN  twice. 

9  Press  Gold  RULER  to  display  the  ruler,  move  the  cursor  to  column  5,  and  type  a 
space  to  remove  *';e  word  wrap  return.  Press  RETURN  to  embed  this  ruler. 

10  Type  the  last  line  ("I  thank  you  .  .  .")  and  press  RETURN. 


Here's  how  the  screen  should  look  now: 


-w- 


So,  my  frl«rMte,  to  tummarUw  my  rwnarfct  today: 

•  Sugar  can  solvo  our  tnargy  proMama  and  ratum  to  anargy  aalf- 
aufflclancy. 

•  i  am  ttw  only  candldata  tliat  haa  pladgad  my  aupport  to 
atrangthaning  our  nation  through  tha  artaa  uaa  of  augar. 

L R 

I  thank  you  tor  your  aupport. 


Figure  5-15       Bulleted  list 

For  extra  practice,  type  the  numbered  list  you  just  read.  Start  by  typing  the  words 
"Here's  how  to  add  this  bulleted  list:"  Then  type  the  numbered  steps  1  through  10 
as  they  appear  in  this  book.  Change  the  ruler  —  putting  in  and  taking  out  the  word 
wrap  indent  —  as  often  as  necessary. 


In  Lesson  11  you  will  learn  how  to  save  ruler  settings,  which  will  make  it  easy  to 
frequently  change  rulers. 


• 


PARAGRAPH  Word  wrap  indents  make  DECtype  indent  every  line  of  a  paragraph  except  the  first. 
INDENT   Depending  on  the  style  you  use  to  type  letters,  you  may  want  to  indent  only  the  first 
line  of  a  paragraph. 
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You  already  know  one  way  to  do  this  You  could  set  a  tab  in  the  ruler  and  press  TAB 
at  the  start  of  every  paragraph.  A  better  way  to  do  this  is  to  use  a  paragraph  indent 
and  paragraph  markers.  The  paragraph  indent  goes  in  the  ruler  and  tells  DECtype 
hew  far  to  indent;  paragraph  markers  go  in  the  document  and  tell  DECtype  where  to 
indent. 


Change  the  document  SPEECH  to  have  this  type  of  paragraph. 

1     Move  the  cursor  to  the  top  of  the  document.  Press  ADVANCE  PARA  to  go  to  the 
start  of  the  first  paragraph. 


The  person  who  typed  SPEECH  ended  each  paragraph  by  pressing  RETURN 
twice.  If  you  want  indented  paragraphs,  you  must  end  each  paragraph  by  pressing 
Gtold  PARA  MARKER.  (PARA  MARKER  is  written  in  gold  on  the  front  of  the 
RETURN  key.)  If  you  want  extra  spacing  between  paragraphs,  you  can  press 
RETURN  and  then  press  Gold  PARA  MARKER. 


PARA  marker! 


2  Press  RUB  CHAR  OUT  and  then  press  Gold  PARA  MARKER.  You  have  just 
used  a  paragraph  marker  to  replace  one  of  the  returns  which  was  before  the 
start  of  the  paragraph.  You  won't  see  the  paragraph  marker  on  your  screen, 
you  have  to  use  Gold  VIEW  to  see  where  you  put  it. 

3  Do  the  same  thing  three  more  times.  Press  PARA  to  go  to  the  start  of  the  next 
paragraph.  Then  press  RUB  CHAR  OUT  and  Gold  PARA  MARKER. 


Now  there  is  a  paragraph  marker  before  each  of  the  first  four  parag>  iphs. 


The  document  looks  the  same  as  it  did  before.  So  far,  a  parayraph  marker  seems  to 
do  the  same  thing  as  a  return.  This  is  because  there  isn't  yet  a  paragraph  indent. 
Install  one  now: 

4     Move  the  cursor  to  the  top  of  the  document. 


5  Press  Gold  RULER  to  display  the  ruler. 

e  Move  the  cursor  to  column  5  and  type  P  to  install  a  paragraph  indent  there. 

7  Press  RETURN  to  embed  this  ruler  in  the  document. 

8  Press  PARA  five  times. 


You  can  now  see  the  paragraphs  you've  marked.  They  are  indented. 


A  paragraph  marker  pushes  the  following  word  to  a  new  line  (just  like  a  return),  and 
if  there  is  a  paragraph  indent  in  the  ruler,  it  indents  the  following  word  that  far.  So  in 
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If  the  text  you're  cutting  has  an  embedded  ruler  inside  it.  you  must  press 
Gold  PASTE  instead  of  paste  so  that  the  embedded  ruler  returns  to  the 
document. 

If  you've  selected  a  piece  of  t«xt,  another  way  to  copy  it  into  the  paste 
area  and  leave  it  in  the  docua*ent  is  to  press  Gold  CUT.  Then  you  can 
move  the  cursor  and  paste  it  in  somewhere  else,  while  the  original  copy 
stays  in  the  document. 

But  Gold  CUT  does  not  copy  the  rulers  to  the  paste  area.  This  means  that 
the  only  way  you  can  paste  it  jack  in  is  under  the  rulers  in  effect  where 
you  paste  it.  If  you  press  Gold  PASTE  in  this  situation,  it  does  the  same 
thing  as  pressing  PASTE. 
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PAGINATION  6 


This  lesson  shows  you  how  to  control  how  much  text  DECtype  puts  on  each  printed 
page,  and  how  to  use  headers  and  footers. 


Pagination  means  dividing  the  text  of  a  document  into  pages  A  page  of  a  document 
is  the  amount  of  text  that  will  appear  c^   the  same  sheet  of  paper. 


WHY   ^^^  *^^^®  ^®®"  using  continuous-form  paper,  which  you  tear  into  single  sheets  after 
PAGIN  AT  E'^    DECtype  has  printed  them.  You've  seen  m  Lesson  4  that  you  can  also  use  separate 

sheets  of  paper  in  the  printer  DECtype  stops  at  the  top  of  each  page  to  let  you  put 
m  another  sheet. 


Whether  you  use  continuous-form  paper  or  single  sheets,  you  care  about  what  text 
falls  on  each  page  You  probably  want  DECtype  to  leave  a  little  blank  space  (a 
margin)  at  the  top  and  bottom  of  each  page.  If  you've  typed  a  diagram  o'  a  table, 
you  want  to  make  sure  it  all  lands  on  the  same  page  You  may  want  to  make  sure 
that  DECtype  doesn't  separate  a  single  line  from  the  rest  of  a  paragraph  wnen  it 
divides  the  document  into  pages. 


YOUR   '^^^^^  ai"©  two  ways  to  pagmate  a  document  The  quick  way  \s  automatic  pagination 
CHOICES   '^^CtyP®  counts  the  lines  in  the  document  when  it  prints  it.  After  a  certain  number 
of  lines,  the  printer  automatically  starts  a  new  page.  But  DECtype  doesn't  look  at 
the  text  inside  the  document  and  may  indeed  split  a  diagram,  table,  or  paragraph 
between  two  pages 


The  second  way  is  manual  pagination  After  you  type  a  document,  you  retur*^  to  the 
top  of  the  document  and  go  through  it  again.  DECtype  counts  the  lines  for  you.  but 
you  decide  where  each  page  should  end.  When  DECtype  prints  the  document,  it 
follows  your  instructions  Manual  pac,  nation  lets  you  control  exactly  where  the 
pages  end.  But  if  you  edit  the  document,  your  old  decisions  may  not  be  correct 
anymore.  You  may  have  to  paginate  part  or  all  of  it  again. 


In  this  lesson,  youil  use  both  automatic  and  manual  pagination. 


AUTOMATIC    When  you  prmted  the  document  EDUCA  in  Lesson  2,  DECtype  automatically  broke 
PAGfNA-    ^^®  document  into  pages,  How  did  it  know  where  to  end  each  page'?' 

TION 
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Call  the  print  menu  for  EDUCA,  using  the  P  option  from  the  Mam  Menu  Notice  the 
line  .  at  reads: 


Auto  Paginate:  Yes 

This  told  DECtype  that  you  wanted  it  to  decide  where  to  start  new  pages 

On  the  right  side  of  the  Prmt  Menu  you  see  the  page  layout  seMings.  There  you  can 
see  the  TM  (Top  Margin).  BM  (Bottom  Margin),  and  PS  (Page  Size)  settings  These 
settings  are  expressed  as  a  number  of  lines  PS  is  set  to  66,  for  an  eleven-inch 
sheet  of  paper.  TM  and  BM  are  both  set  to  6.  allowing  one  inch  tor  both  the  top  and 
bottom  margins. 


Page 

Size 

66 


Top  Margin  6 

Pn 

Mar 

0 

Bottom  Margin  6 

When  DECtype  automatically  paginates  a  document,  it  uses  the  following 
formula  to  decide  hew  many  lines  to  print  on  each  page 


PS  -  TM  -  BM   =  TEXT  SIZE 
(66)    (6)     (6)    =     54 


If  there  are  66  lines  on  a  page  6  lines  at  the  top.  and  6  lines  at  the  bottom. 
DECtype  will  automatically  print  54  lines  of  text  on  each  full  page  After 
printing  the  54th  line,  the  printer  will  skip  6  lines  for  the  bottom  margin  and 
move  to  the  top  of  the  next  pag^^ 


Type  NO  cr  Gold  MENU  to  return  to  the  Mam  Menu  without  printing  the 
document.  Now  use  the  E  option  to  edit  the  document  EDUCA 


NOTE 

Automatic  pagination  correctly  counts  any  extra  spacing 
your  rulers  specify  If  you  have  an  F.  N,  or  0  in  the  ruler  to 
increase  or  decrease  spacing  between  lines.  DECtype 
still  counts  the  correct  number  of  Hnos.  If  you  change 
spacing  with  the  EX  option  on  the  Print  Menu,  automatic 
pagination  still  paginates  correctly. 


6-2        Pagination 


fMEW  PAGE  Suppose   you   want   DECtype   to   print   the   title   Ime    EDUCATION   IN    EARLY 
MARKS  AMERICA,  and  then  move  to  the  second  page  before  printing  anything  else    By 
using  a  NEW  PAGE  mark,  you  can  force  DECtype  to  start  a  new  page  atter  that  line 
Here's  how  you  do  .♦; 


O 


<tvV' 


►'AOt 


1      Move  the  cursor  to  the  start  of  the  line  following  the  title  line 


2      Press  Gold  NEW  PAGE,  the  Gold  function  of  the  N  key 


You  have  inserted  a  NEW  PAGE  mark  m  the  document   It  looks  like  this 


---NEW     PAGE 


SEPARATING  Earlier,  you  learned  how  to  press  RETURN  to  force  all  following  text  to  the  start  of  a 

TEXT  WITH  A   new  Ime   Pressing  RETURN  leaves  an  invisible  character  m  your  document   This 

NEW  PAGE  MARK   keeps  the  text  separatee  until  you  remove  the  return   A  NEW  PAGE  mark  is  similar 

to  a  RETURN  in  this  way. 


The  NEW  PAGE  mark  forces  all  following  text  to  the  start  of  a  new  page  Like  a 
return,  a  NEW  PAGE  mark  is  thought  of  as  an  invisible  character  Although  you  can 
see  the  NEW  PAGE  mark  on  the  screen,  you  won't  see  it  m  the  printed  document. 
The  NEW  PAGE  mark  stays  m  the  document  until  you  remove  it 


REMOVING  A  Although  it  takes  up  a  whole  Ime  on  the  screen,  the  NEW  PAGE  mark  i« 
NEW  PAGE  MARK  character   You  can  remove  it  just  as  you  would  any  normal  character 


v^e 


1  Look  at  the  screen  and  press  RUB  CHAR  OUT    The  NEW  PAGE  mark  -b 
removed 

2  Press  Gold  NEW  PAGE  to  put  it  back  m 

3  Press  BACK  UP   The  cursor  is  now  on  the  same  Ime  a-  the  NEW  PAGE  mark 
This  means  It  IS  pointing  right  to  it  Press  DEL  CH.A' ,  to  i    -«inve  the  NEW  PAGE 
mark. 

4  Put  It  back  m. 


Although  all  of  the  text  you  see  fits  on  one  screefi.  DECtype  will  print  this  text  on 
two  different  pages  The  NEW  PAGE  mark  tells  you  this  It  is  also  called  a  page 
break,  since  it  tel's  you  where  DECtype  will  break  the  document  into  pages 


File  the  document  and  once  again  call  up  the  Print  Menu  by  using  the  P  option 
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You've  put  a  NEW  PAGE  mark  in  the  document.  This  mark  makes  one  pagination 
decision  for  DECtype.  But  for  now,  you  want  DECtype  tc  decide  where  the  other 
pages  should  end.  This  means  that  you  still  want  DECtype  to  automatically 
paginate  the  document. 


Type  YES  or  OK  to  print  the  document.  Look  at  the  printed  document.  The  first 
page  is  nearly  blank.  This  is  because  you  used  the  NEW  PAGE  mark.  You  told 
DECtype  to  move  to  a  new  page  after  printing  that  first  line. 


The  other  pages  are  full.  Since  you  used  automatic  pagination,  DECtype  counted 
the  number  of  lines  it  had  printed  on  a  page.  The  page  layout  settings  allow  a  text 
size  of  54.  so  DECtype  put  exactly  54  lines  of  text  on  a  page.  After  printing  the  54th 
line,  it  moved  to  the  top  of  a  new  page. 


SUMMARY  That's  how  easy  it  is  to  use  automatic  pagination.  Insert  NEW  PAGE  marks 
wherever  you  need  a  new  page  —  for  instance,  at  the  start  of  a  chapter.  If  you  don't 
use  NEW  PAGE  marks.  DECtype  simply  fills  every  page  with  text. 


MANUAL  Manual  pagination  lets  you  control  exactly  where  every  page  will  break.  You  can 
PAGINA-  "^^*^®  ^^''®  ^^^^  ^  ^3^'®' chart,  or  paragraph  IS  not  divided  between  pages. 

TION   ■■■■ 

PAGE  MARKER  Once  again,  edit  the  document  EDUCA.  The  cursor  is  at  the  top  of  the  document. 
//^^  Press  Gold  PAGE  MARKER,  tne  Gold  function  of  the  P  key    DECtype  inserts  a 
PAGE  MARKER  at  the  top  of  the  document. 


PAGE     MARKER 


Rub  It  out.  You  can  insert  and  remove  PAGE  MARKERS  in  the  same  way  as  NEW 
PAGE  marks 


The  difference  between  NEW  PAGE  marks  and  PAGE  MARKERS  is  that  a  NEW 
PAGE  mark  says  that  a  page  must  end  here  always,  even  if  automatic  pagination  is 
used  It  stays  in  the  document  to  separate  text  until  you  remove  it.  A  PAGE 
MARKER  IS  a  "soft"  page  break  marker  It  says  that  a  page  or  a  line  should  end 
here  based  on  the  text  that's  in  the  document  at  the  moment. 


HOW  TO  You  paginate  a  document  by  going  through  it  and  inserting  PAGE  MARKERS  to 
PAGINATE  indicate  where  the  pages  should  end. 


Press  bold  PAGE  (the  Gold  Key  and  the  blue  distance  key)  This  tells  DECtype  to 
figure  out  where  tha  next  page  will  end  and  move  the  cursor  there  DECtype  moves 
past  the  NEW  PAGE  mark.  By  inserting  the  NEW  PAGE  mark,  you  forced  the  first 
page  ?o  end  here. 


• 
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Press  Gold  PAGE  again.  DECtype  now  moves  through  your  document,  counting 
lines  as  it  goes.  It  will  use  the  same  formula  as  before  to  decide  how  many  lines 
should  be  on  a  page,  in  this  case  54.  Therefore,  when  DECtype  passes  the  54th 
line.  It  stops  and  inserts  a  PAGE  MARKER  there.  This  tells  you  thai  this  is  the  point 
where  the  page  should  end  (if  you  want  to  exactly  fill  a  sheet  of  paper). 


In  this  example.  DECtype  puts  the  PAGE  MARKER  in  the  middle  of  the  first 
paragraph  under  the  heading  "Instructional  Tools." 


Now  suppose  you  aren't  satisfied  with  this  decision.  You  want  the  section 
"Instructional  Tools"  to  start  on  the  next  page— and  that's  more  important  to  you 
than  completely  filling  the  current  page  with  text. 


If  so,  you  must  move  the  PAGE  MARKER  back  before  the  heading  "Instructional 
Tools."  Here's  how  to  do  it: 


1  Press  RUB  CHAR  OUT  to  remove  the  PAGE  MARKER  DECtype  has  just 
added. 

2  Move  the  cursor  to  the  I  in  "Instructional  Tools." 

3  Press  Gold  PAGE  MARKER  to  put  the  PAGE  MARKER  there 


DECtype  helped  you  find  the  place  where  a  full  page  would  enc*.  You  decided  you 
wanted  the  page  to  end  earlier,  even  though  it  would  not  be  full  You  overrode 
DECtype's  decision  and  moved  its  PAGE  MARKER. 


NOTE 

You  could  mo^e  the  PAGE  MARKER  forward,  but  it's 
safer  to  move  it  backward.  Moving  it  backward  produces 
extra  blank  space  in  the  bottom  margin  of  the  pnnted 
page.  Moving  it  forward  pushes  it  into  the  normal  margin. 
Moving  it  forward  too  far  can  make  the  page  run  over  to 
the  next  sheet  of  paper. 


PAGINATE  THE   When  you  have  moved  the  PAGE  MARKER,  press  Gold  PAGE  again  to  find  the 
OTHER  PAGES    place  where  the  next  page  should  end.  (If  you  don't  think  the  PAGE  MARKER 

landed  in  a  good  place,  move  it.  using  the  same  steps  as  before.) 


The  fourth  time  you  press  Gold  PAGE,  the  tone  sounds.  If  you  look  at  the  screen, 
you'll  see  that  the  cursor  is  at  the  end  of  the  document.  DECtype  did  not  add  a 
PAGE  MARKER  because  the  document  (and  the  last  page)  has  ended.  File  the 
document. 
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NOTE 


Like  automatic  pagination,  manual  pagination  considers 
any  extra  spacing  your  rulers  specify  with  an  F.  N,  or  D 
left  margin.  However,  unlike  automatic  pagination, 
manual  pagination  doesn  't  consider  extra  spacing  added 
by  the  EX  Pnnt  Menu  option.  Always  set  EX  to  0  if  you're 
using  manual  pagination. 


Use  the  P  option  to  print  EDUCA.  Since  you  have  used  Gold  PAGE  throughout  the 
document,  you  do  not  want  DECtype  to  use  automatic  pagination.  You  must 
change  the  automatic  pagination  (AP)  setting  to  NO.  If  AP  is  set  to  YES,  DECtype 
will  ignore  all  PAGE  MARKERS.  (Remember  that  DECtype  will  never  ignore  NEW 
PAGE  marks,  however.) 


Type  AP  NO  and  press  RETURN.  You  will  see  the  automatic  pagination  line 
change  to  read: 

Auto  Paginate:  NO 

Now  print  the  document. 


Look  at  the  pnnted  copy  and  check  that  the  pages  broke  where  you  left  the  PAGE 
MARKERS. 


REPAGINATION  Edit  the  document  again.  Move  the  cursor  to  the  start  of  the  paragraph  that  begins. 

'  It  is  important  to  remember .  .  ."  Then  cut  it  out  of  the  document  by  pressing  SEL 
PARA  CUT. 


You  have  just  removed  six  lines  of  text  from  the  document.  This  means  that  the 
pages  should  now  end  in  different  places.  You  must  repaginate  the  document  to 
move  the  PAGE  MARKERS  to  where  they  now  belong.  (If  you  don't,  there  will  be  an 
unacceptable  amount  of  blank  space  at  the  bottom  of  the  page  from  which  you  cut 
the  paragraph.) 


You  don't  have  to  go  back  to  the  top  of  the  document  because  you  don't  have  to 
repaginate  the  whole  document.  The  title  page  has  not  changed,  only  the  text 
portion.  Begin  repaginating  from  where  the  cursor  is  now  by  pressing  Gold  PAGE. 


Of  course,  you  wouldn't  want  DECtype  to  start  counting  from  this  line,  since  the 
cursor  is  in  the  middle  of  a  page  But  it  doesn't  When  you  press  Gold  PAGE,  if  the 
cursor  is  not  at  the  start  of  a  page,  DECtype  counts  the  lines  from  the  last  page 
break  (a  PAGE  MARKER,  NEW  PAGE  mark,  or  the  top  of  the  document). 
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HOW  MUCH  Starting  where  you  made  the  first  change,  you  must  go  back  to  the  nearest  page 
MUST  YOU  break.  (DECtype  automatically  finds  this  page  break  when  you  start  pressing  Gold 
REPAGINATE?   PAGE.) 


If  you  press  Gold  PAGE  and  DECtype  stops  at  a  NEV^'  PAGE  mark,  you  may  be  able 
to  stop  repaginating  there  If  you  haven't  made  changes  after  this  NEW  PAGE 
mark,  the  page  breaks  after  it  are  where  they  belong  If  you  have  made  changes  to 
text  beyond  the  NEW  PAGE  mark,  you  must  continue  repaginating 


When  DECtype  reaches  the  end  of  the  document  (or  a  NEW  PAGE  mark  with  no 
changes  beyond  it),  you  can  stop  repaginating 

PAGINATION  What  if  you  use  one  pagination  method  while  editing  a  document,  but  set  the  Print 
ERRORS   Menu  for  the  wrong  method? 


If  the  Print  Menu  is  set  for  automatic  pagination,  DECtype  ignores  PAGE 
MARKERS  when  printing  the  document.  DECtype  goes  to  a  new  page  every  54 
lines,  regardless  of  where  you  have  put  PAGE  MARKERS  in  the  document  The 
PAGE  MARKERS  are  overndaen  by  automatic  pagination  (However.  NEW  PAGE 
marks  still  take  effect  )  So  if  a  document  is  set  to  AP  YES,  it  doesn  t  matter  whether 
or  not  you  paginated  it. 


If  the  Print  Menu  is  set  for  manual  pagination  (AP  NO),  when  DECtype  prints  the 
document  it  assumes  you  have  paginated  it  Before  DECtype  reaches  the  55th  line 
on  a  page,  it  should  find  a  PAGE  MARKER  or  NEW  PAGE  mark  to  send  it  to  the 
,  next  page.  If  you  did  not  paginate  the  document,  so  that  there  are  longer  stretches 
of  text  without  a  PAGE  MARKER,  DECtype  prints  in  the  bottom  margin  of  the  page. 
If  you  are  using  single  sheets,  the  printing  may  go  off  the  bottom  of  the  sheet  If  you 
are  using  continuous-form  paper   DECtype  may  print  over  the  perforation 

CHANGING  You  change  the  text  size  by  changing  the  page  layout  settings  on  the  Print  Menu. 
THE  TEXT  ^^^^^  ^''6  ^^o  important  numbers  to  remember  if  you  want  to  change  the  text  size: 

SIZE 


• 


6  lines  per  inch  If  you  are  using  normal  vertical  spacing  on  either  a  letter  quality 
printer  or  a  draft  printer,  every  time  the  printer  goes  to  a  npw  line,  it  advances 
one-sixth  of  an  inch  down  the  paper. 

1 1  inches  per  page.  If  you  are  using  standard  paper,  there  are  1 1  inches  from 
the  top  to  the  bottom  o*  a  Sfngie  sheet  (If  you  are  using  legal  size  paper,  there 
are  14  inches.) 


Multiplying  these  two  numbers  together,  you  see  that  there  are  66  lines  on  a  sheet 
of  regular  paper  (84  on  a  sheet  of  legal  size  paper;. 
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Since  you  are  using  standard  paper,  allowing  one  blank  inch  at  trie  top  and  one 
blank  inch  at  the  bottom  (margins)  leaves  nine  inches  tor  text  Nine  inches  is  54 
lines  (Six  lines  per  inch,  multiplied  by  nine  inches  ) 


HEADERS    0^^®^  ^^6"  yoiJ  ^yP©  n^emos  usmg  a  typewriter,  you  put  something  at  the  lop  or 
AND    ^°^^°"^  ^^  ®^®''y  P^9e   Such  as  the  title,  page  number,  or  date 

FOOTERS 

Text  that  appears  at  the  top  ot  every  page  is  called  a  header  Text  at  the  bottom  of 
every  page  is  a  footer  For  example,  the  lesson  title  and  page  number  on  the  bottom 
of  this  page  is  a  footer 


DECtype  lets  you  put  headers  and  footers  m  a  document  With  DECtype,  you  only 
have  to  type  the  header  or  footer  once.  DECtype  repeats  it  m  the  top  margtn  or 
bottom  margin  of  every  page  after  that  (Once  again  Cw.Ctype  saves  you  from 
having  to  retype  )  The  header  or  footer  appears  only  once  m  the  stored  document, 
but  DECtype  prints  it  on  every  page  of  the  printed  copy  This  means  you  can 
repaginate  your  document  without  worrying  about  headers  or  footers  DECtype 
continues  to  put  them  at  the  top  and  bottom  ol  each  page  no  matter  where  that  is  m 
relation  to  the  text  m  your  document 


The  size  of  headers  and  footers  is  limited  by  the  size  of  the  tc,-D  and  bottom  rnargtns 
If  there  are  six  imes  m  the  margin  and  seven  Imes  of  text  m  the  header  or  footer, 
one  of  the  lines  of  the  header  or  footer  will  not  be  printed 


PRINT  CONTROL  To  tell  DECtype  to  print  a  header  or  footer,  you  use  print  control  commands  You  ve 
COMMANDS  seen  how  a  document  can  contain  rulers,  NEW  PAGE  marks  tabs,  and  returns 
along  with  the  visible  text  Print  control  commands  are  one  more  thing  a  document 
cr.n  contain  You  can  see  print  control  commands  when  you're  editing  a  document, 
but  when  DECtype  prints  the  document,  these  commands  tell  it  to  do  something 
special 


Here's  how  to  type  a  print  control  command: 


1  Edit  the  document  EDUCA  Wait  until  the  top  of  the  document  appears. 

2  Press  Gold  CMND  the  Gold  function  of  the  bracket  ([)  key  You'll  see  a  Ime  like 
this: 


START    PRINT    CONTROL 


3  Press  RUB  CHAR  OUT    The  START  PRINT  CONTROL   mark   is  a  single 
character  m  your  document   You  can  rub  tt  out  or  delete  it  m  the  usual  way 

4  Get  It  back  by  pressing  Gold  CMND  again 
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START  PRINT  CONTROL  means  that  everything  you  type  now  is  a  print  c"  ntrol 
command 


5 
6 


Type  COMMENT  and  press  RETURN 

Press  Gold  CMND  again    Since  you  ve  started  a  print  control  command,  this 
keystroke  now  ends  the  command   You  see 


END  PRINT  CONTROL 


Now  you  have  typed  a  prmt  control  command  containing  only  the  word  COMMENT 
Here  s  what  you  snould  see 


COMMENT 


START  PRINT  CONTROL 
-  END  PRINT  CONTROL — 


FIRST  WORD  OP    The  first  word  of  the  print  control  command  is  called  a  ktiyword    Tne  keyword  tells 
PRINT  CONTROL    DECtype  what  kind  of  commanO  il  is.  The  four  keywords  art- 
COMMANDS 

•  COMMENT  If  the  f'rst  word  is  COMMENT  the  print  control  command  does 
nothing  You  tl  continue  to  see  it  whenever  you  edit  the  document  (unless  you 
remove  it),  but  you  won  t  see  It  m  the  printed  copy  After  typing  COMMENT  and 
pressing  RETURN  and  before  ending  the  print  control  command  you  might 
type  an  explanation  to  future  editors  of  what  is  m  this  document 

•  TOP  If  the  keyword  is  TOP  the  rest  of  the  print  control  command  is  a  header, 
DECtype  prints  it  at  the  top  of  every  page  from  there  on 

•  BOTTOM  If  the  Keyword  is  BOTTOM  the  rest  oMhe  p -It  control  command  is  a 
footer   DECtype  prmts  it  at  the  bottom  of  every  page  from  there  on 

•  RESET  !f  the  keyword  IS  RESET  the  command  causes  the  page  "umbering  to 
be  reset  to  the  mitiai  page  number,  or  to  whatever  page  number  'S  specified  in 
the  command   (You  i!  learn  more  about  page  numbering  later  m  this  lesson  ) 

Al^dyi>  press  RETURN  after  typing  the  keyword 

if  a  print  control  command  does  not  begin  with  one  of  these  four  keywords  and  a 
RETURN,  DECtype  considers  ;Mo  be  a  comment 

Keyv.jrds  can  be  typed  m  uppercase  or  lowercase  letters 


NOTE 

Whenever  you  *^(Bf1  a  print  control  command  make  sure 
you  end  it  H  you  remove  the  END  PRINT  CONTROL 
mark,  be  sure  to  remove  the  START  print  CONTROL 
mark.  If  you  don't,  DECtype  ml!  see  the  rest  of  your 
document  as  a  prmt  control  command,  and  not  ptmt  a  as 
text 


6- 10        Pagination 


TYPE  A  HEADER   Now  give  this  document  a  header  and  a  footer.  Suppose  you  want  the  name  of  the 
AND  FOOTER   document  at  the  top  of  every  page  and  today's  date  at  the  bottom.  Here's  what  to 
do: 


1  Press  Gold  CMND  again  to  start  another  print  control  command. 

2  Type  the  word  TOP  and  press  RETURN. 

3  Type  EDUCATION  IN  EARLY  AMERICA  and  press  RETURN. 

4  Press  Gold  Cf^ND  again  to  end  the  command. 


O 


Telling  DECtype  that  you  want  a  header  and  thai  you  want  a  footer  takes  two 
separate  print  control  commands.  Type  the  second  one: 

5     Press  Gold  CMND.  Type  BOTTOM  and  press  RETURN. 
jTrX   6     Press  Gold  DATE  &  TIME,  the  Gold  function  of  the  backslash  key.  This  key 

/DATE  4\  »  .L  J  . 

TIME  types  the  correct  date  and  time. 


Unlike  the  date  and  time  on  a  menu,  this  date  and  time  won't  change  The  numbers 
and  symbols  are  now  part  of  your  document,  just  as  though  you  typed  them  You 
can  remove  any  or  all  of  them  using  delete  or  rubout  functions  You'll  iearn  about 
another  way  to  include  the  date  in  a  header  or  footer  later  m  this  lesson. 

7     Press  RETURN.  Press  Gold  CMND  again  to  end  the  command. 


Here's  what  these  commands  might  look  like: 


START    PRINT   CONTROL 

TOP 

EDUCATION  IN  EARLY  AMERICA 

END  PRINT  CONTROL — 

START    PRINT   CONTROL 

BOTTOM 

March  10,  1981  Tuesday  08:45:23 

END  ppiNT  CONTROL — 


Now  file  and  print  the  document  Examine  the  printed  copy. 


RFRNFMPWTS  Ycu  cculd  makc  the  printed  copy  look  better  by  domy  iwu  ilnnys; 


1      Take  the  header  and  footer  off  the  title  page,  and  have  it  take  effect  of  the  first 
page  of  text 
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2     Separate  the  header  and  footer  from  the  text  with  blank  lines. 


The  following  section  explains  how  to  do  this. 


WHERE  HEADERS  Print  control  commands  take  effect  when  DECtype  finds  them  in  the  document  It 

AND  FOOTERS   DECtype  finds  a  BOTTOM  command  before  the  bottom  of  a  page,  the  footer 

TAKE  EFFECT   appears  on  that  page  and  every  one  after  it.  A  TOP  command  makes  headers 

appear  on  that  page  and  every  one  after  it.  if  the  TOP  command  is  at  the  very  top  of 
a  page.  But  if  DECtype  finds  a  TOP  command  after  the  start  of  a  page,  DECtype 
has  already  passed  the  top  margin  and  printed  some  text  from  the  document.  In 
this  case,  the  headers  start  on  the  next  page. 


To  remove  the  header  and  footer  from  the  title  page,  simply  move  the  TOP  and 
BOTTOM  commands  to  the  start  of  the  second  page  in  the  document: 


▲^k 


1  Edit  the  document  EDUCA  again, 

2  Advance  the  cursor  until  it  is  on  the  same  line  with  the  START  PRINT 
CONTROL  mark  for  your  TOP  command. 


3  Press  SEL. 

4  Move  the  cursor  past  the   END   PRINT  CONTROL   mark  for  the  second 
(BOTTOM)  command 


5     Press  CUT. 


6     Move  the  cursor  past  the  NEW  PAGE  mark. 


7     Press  PASTE 


POSITIONING  OF  Now  add  space  to  separate  the  headers  and  footers  from  the  regular  text.  DECtype 
HEADERS  AND  positions  headers  and  footers  as  close  as  possible  to  the  text  area.  That  is,  your 
FOOTERS  header  was  printed  at  the  bottom  of  the  6  lines  you  reserved  for  the  top  margin, 
while  DECtype  put  your  footer  at  the  top  of  the  bottom  margin  area. 


To  separate  the  header  and  footer  text  from  your  document  text,  simply  add  some 
returns  to  the  header  and  footer. 


1  To  fix  the  header,   move  to  the  END  PRINT  CONTROL  mark  and  press 
RETURN  twice. 

2  To  fix  the  footer,  move  the  cursor  past  the  word  BOTTOM  and  press  RETURN 
twice. 
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START    PRINT    CONTROL 

TOP 

EDUCATION  IN  EARLY  AMERICA 


--END  PRINT  CONTROL- 
START  PRINT  CONTROL 


BOTTOM 


March  10,  1981  Tuesday  08:50:43 
END  PRINT  CONTROL 


You  can  use  headers  and  footers  whether  you  are  using  manual  or  automatic 
pagination.  The  document  you're  editing  is  manually  paginated.  You  don't  have  to 
repaginate  it  because  you  haven't  made  any  change  to  the  page  breaks  You  only 
changed  text  m  the  margins. 

Now  file  the  document  and  print  it  again.  This  printed  copy  should  look  better. 

You  can  also  include  rulers  in  print  control  commands.  When  a  document  is 
pnnted.  rulers  within  print  control  commands  do  not  af^ct  the  rulers  in  the  text.  The 
ruler  will  take  affect  only  within  the  print  control  command  Note  that  the  ruler  must 
not  precede  the  keyword  (top,  bottom,  etc.)  in  the  command. 


CHANGING  You  can  have  more  than  one  TOP  or  BOTTOM  print  control    command  in  a 
HEADERS  AND  document.  You  might  have  three  chapters  of  a  book  in  a  single  document.  The 
FOOTERS  header  might  contain  the  chapter  title,  which  would  have  to  change  at  each  point 
where  a  new  chapter  begins. 

When  a  new  header  or  footer  takes  effect,  DECtype  no  longer  prints  the  old  one. 

NUMBERED    As  you  saw  m  Lesson  4,  DECtype  counts  pages  as  it  prints  them    You  can  tell 
PAGES    DECtype  to  start  or  stop  printing  at  a  certain  page. 

Using  a  header  or  a  footer,  you  can  make  DECtype  print  the  current  page  number 
on  each  page.  You  don  t  have  to  keep  changing  the  header  or  footer,  the  correct 
page  number  will  be  printed  on  each  page  after  the  header  of  footer. 

1  Edit  the  document  EDUCA.  Move  the  cursor  to  the  TOP  print  control  command, 
past  the  end  of  the  word  AMERICA. 

2  Press  TAB.  Since  there  are  no  tab  stops  in  the  ruler,  the  cursor  goes  to  the  right 
margin,  which  IS  a  right-justified  tab  stop. 

3  Type  "Page  \p'  .  That  is.  press  the  backslash  key  and  then  type  a  lowercase 
p.  (Be  sure  to  use  the  correct  backslash  key  —  it  is  on  the  DATE  &  TIME  key.) 

The  command  \p  in  a  header  or  footer  tells  DECtype  to  print  the  current  page 
number  instead  of  \p.  This  prints  a  different  number  on  each  page. 
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PRINT  DATE  If  you  type  \d  in  a  header  or  footer.  DECtype  prints  the  correct  date  m  place  ot  d. 
The  date  referred  to  by  d  is  the  date  you pr/nf  the  document,  not  the  date  you  edit 
the  document.  If  you  print  copies  on  different  days,  the  copies  will  have  different 
dates. 


5  Move  the  cursor  to  the  BOTTOM  print  control  command,  just  before  the  END 
PRINT  CONTROL  mark. 

6  Rub  out  the  current  date  and  time. 

7  Type  "Print  Date:   \d".  If  you  rubbed  out  a  return  in  Step  6.  press  RETURN. 
Again,  be  sure  to  use  a  lowercase  d  and  the  correct  backslash 


START    PRINT   CONTROL 

TOP 

EDUCATION  IN  EARLY  AMERICA 


Page     p 


— END  PRINT  CONTROL- 
START    PRINT   CONTROL 


BOTTOM 
Print  Date: 


END  PRINT  CONTROL 


The  d  command  is  a  more  common  way  to  print  the  date  in  documents  than  using 
Gold  DATE  &  TIME  Since  d  automatically  changes  to  stay  correct,  you  can  see 
how  recent  any  printed  copy  is 


When  using  d  m  a  header  or  footer,  be  sure  to  allow  enough  room  tor  the 
complete  date  to  be  printed  Although  only  two  characters  appear  in  your  header  or 
footer  (  d),  the  complete  date  can  be  up  to  18  characters  long  (September  31. 
1981). 


8     File  and  print  the  document. 

RESET  Notice  that  the  first  page  number  on  your  printed  copy  was  2  Page  1'  was  the  title 
page.  Even  though  the  number  wasn't  printed,  DECtype  counted  it  as  the  first 
page. 


You  may  want  the  first  text  page  to  be  nuriiber  1  If  so.  you  must  tell  DECtype  to 
begin  numbering  pages  when  it  reaches  the  top  of  this  page.  The  RESET  command 
does  this   Here's  how  to  add  a  RESET  command; 
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1  Edit  the  document  again  Press  PAGE  to  move  to  the  start  of  the  second  page 

2  Press  Gold  CMND,  type  RESET,  press  RETURN,  and  press  Gold  CMND  again 

3  File  and  print  the  document 


RESET 


START    PRINT    CONTROL 

—END  PRINT  control- 


Is  the  first  text  page  numbered  1  m  this  copy*? 


INITIAL  PAGE  You  have  assumed  tnat  DECtype  starts  counting  pages  at  1  —  that  is,  that  DECtype 
gives  the  number  1  to  the  first  page  Actually,  you  can  make  DECtype  start  at  any 
number. 


Suppose  the  document  EDUCA  were  the  second  half  of  a  report  Pages  1  through 
14  of  the  report  were  m  another  document  You'd  want  DECtype  to  start  with 
number  15  You  can  do  this  by  changing  the  Initial  Page  setting  (IP)  in  the  Print 
Menu 


Call  the  document's  Pnnt  Menu  again,  but  before  telimg  DECtype  to  print,  set  IP 
15   Now  print  the  document    Notice  the  page  numbers  on  the  printed  copy 


The  '"R  ana  TO  Pnnt  Menu  commands  are  not  affected  by  the  IP  setting  In  other 
woroo,  if  you  set  IP  to  15,  and  you  wanted  a  copy  of  page  16,  ycu  would  have  to  set 
FR  2  and  TO  2  DECtype  would  pnnt  the  second  page  of  the  document,  which 
happens  to  be  page  number  16 


CHAPTERS   By  using  RESET  commands,  you  ^.:uld  put  several  chapters  of  a  book  in  a  single 
document. 


Suppose  there  is  a  NEW  PAGE  mark  at  the  end  of  the  title  page  Directly  after  this 
mark,  you  d  have  a  RESET  command  to  reset  the  page  count  to  1  and  a  header  or 
footer  containing 

Page  t      p 

This  would  make  DECtype  print  page  numbers  M.  1-2    1-3.  1-4,  and  1-5 


At  the  top  of  the  first  page  of  Chapter  2.  you  d  type  another  RESET  command  and  a 
new  header  or  footer  with; 


Page  2      p 
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DECtype  would  print  2-1,  2-2,  2-3,  and  2-4  as  the  page  numbers  m  this  chapter  In 
the  third  chapter,  another  print  control  command  would  make  DECtype  print  page 
numbers  3-1  through  3-5.  and  so  on 


If  instead  you  wanted  the  pages  numbered  consecutively,  yOu'd  leave  out  all  the 
RESET  commands  except  the  tirsf  This  would  make  DECtype  numt)er  the  pages 
from  1  to  14  Your  header  or  footer  would  |ust  print  the  plain  page  number  Then 
you  wouldn  t  have  lo  have  new  TOP  or  BOTTOM  commands  at  the  start  of 
Chapters  2  and  3 


RESET  TO  A  When  you  used  the  reset  command   DECtype  assigned  the  initial  page  number  to 
SPECIFIC   the   page   following   the   command     However,    you    can    make   DECtype   begin 
NUMBER   numbering  with  a  number  other  than  the  initial  page  number 


To  do  this,  you  would. 


# 

♦:- 

#: 
• 
• 


Press  Gold  CMND 

Type  RESET 

Press  RETURN 

Type  the  number  to  appear  on  the  next  page 

Press  Gold  CMND  again 


For  example,  if  the  numbering  ^as  to  be  reset  to  ftve   you  would  type 


START    PRINT    CONTROL 


RESET 

5 

—END  PRINT  CONTROL 
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Thts  ^sson  shows  you  h0w  m  pmffofm  addttmn,  SimtracUon, 


%on.  ^ra 


■^.|.Jff^-iOi#><MtA»  «M>:'jlM»rW:*i»<»T»^W  Mt|»-* 


•■••i^ac»**«*«,«(Ji^*MtW'*-^*'*'(*#*-*-**:-«»*r"*-»^  .■»•«' •*■>*.»'• 


When  you  type  financial  reports  or  statistics  on  a  typewriter  you  rTUJ!>«  type  trie 
figures  twice  —  once  on  tfie  typewriter  cind  once  on  a  calculator  This  repetition 
wastes  time  It  also  increases  your  chances  of  making  an  error  by  not  entering  all 
of  the  figures,  or  entering  them  incorrectly  Df  Ctype  saves  you  lime  and  reduces 
the  chance  for  error  m  your  tujure'.  by  performing  mathematical  calculations  for 
you  You  type  the  numbers  and  then  tell  DEClype  to  add  subtract  multiply  or 
divide  them  OECtype  performs  the  calculation  and  can  insert  the  result  m  your 
document  wherever  you  wish. 


VALiD    You  may  use  these  numbers  and  symbols  m  your  calculations   0i;?34b6789  .- 
NUMBERS    You  may  not  use  any  letters  or  spaces  m  a  number   (You  may  not  use  the  letter   1" 
AND    ^o*"  ^^®  number  "1".^ 

SYMBOLS 

DECtype  can  wch  with  numbers  in  the  range  of  99  999  999  999  9999999  to 
99  999  999  999  9999999  If  a  calculation  w.M  go  beyond  this  'ange  the  bottom  line 
of  your  screen  will  display  fhis  message 

R«»u<t  \%  too  targ« 

To  use  any  of  the  math  functions,  the  cursor  must  be  positioned  on  one  of  the 
digits,  commas,  decimal  points,  or  the  trailing  minus  sign  of  a  number  or  clirBCffy 
after  a  number  For  example  if  your  calculation  included  the  figure  $36  00  the 
cursor  could  be  positioned  directly  after  (he  number,  as  tf  you  d  /ust  typed  it.  or  on 
any  of  the  characters  except  the  dollar  sign  ($), 


Calculations  performed  with  DECtype  are  accurate  to  seven  decima.  places 


T  He:  IvIATH    The  keys  you  wiH  use  to  perform  calculations  are 

KEYS 

Gold  0 
GoidZ 
Gold  S 
Gold  X 


clears  the  calculator 
addition 
subtraction 
multiplication 


Gold  W       division 
Gold  E        result 
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These  keys  do  not  have  gold  lettering  on  them.  You  can  use  the  HELP  feature 
(Gold  H),  discussed  in  Lesson  2,  to  view  these  keys  as  they  are  used  with  DECtype. 


THE  When  you  use  the  math  functions,  you  will  see  the  results  of  your  calculations 

CALCU-  displayed  on  the  23rd  line  of  the  screen;  this  is  called  the  calculator.  (The  23rd  line 

I  A  jQp  21'so  displays  the  document  name  in  reverse  video.  Only  the  right  side  of  the  line 

un  jjjspiays  the  calculator.) 


1     Create  a  document  named  MATH, 
"^[TN  2     Press  Gold  O  (the  letter  0,  not  zero).   Near  the  bottom  of  your  screen  you  will 

CALC    I  300. 


Result  =:  0 


Gold  O  clears  the  calculator;  it  sets  it  back  to  zero.  It  is  good  practice  to  begin  your 
calculations  by  pressing  Gold  0.  although  it  is  not  necessary  if  you  have  not  used 
the  calculator  since  you  began  editing  your  document. 


Filing  the  document,  or  using  Gold  QUIT  (described  in  Lesson  3).  also  clears  the 
calculator. 


The  calculator  will  remain  on  your  screen  until  you  file  the  document  or  press  Gold 
MENU  to  view  the  Editor  menu.  If  you  view  the  Editor  Menu  the  calculator  is  no 
longer  displayed,  but  it  is  not  cleared.  To  redisplay  it.  simply  use  one  of  the  math 
functions,  such       Gold  E. 


ADDITION    DECtype  can  add  the  number  at  the  cursor  to  the  total  in  the  calculator. 

/''^"^/^TdTN  3     Type  the  number  25.  Do  not  put  a  spars  after  the  number.  Now  press  Gold  Z. 
V        Jl  ^'!z^  J         ^^®  ^^  '^  added  to  the  total,  and  the  calculator  now  has  a  result  of  25. 

Result  =25 

4  Press  RETURN. 

5  Now  type  the  number  10.5  and  press  Gold  Z  again.  This  adds  10.5  to  the  result 
in  the  calculator. 

Result  a  35.5 

6  Press  RETURN. 

7  Type  the  number  5  and  press  Gold  Z.  Again,  the  number  IS  added  to  the  result 
in  the  calculator. 


Result  s  40.5 


8     Press  RETURN  twice  to  leave  a  blank  space  after  the  column  of  numbers. 
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RESULT  DECtype  can  place  the  result,  shown  m  the  calculator,  into  the  text 


^3I?\  9     Press  Gold  E.  The  result  (40.5)  will  be  placed  at  the  cursor  position  in  your 
^^^^  I        document. 


Pressing  Gold  E  does  not  clear  the  calculator  You  can  continue  calculations  with 
that  result,  or  use  Gold  E  to  insert  that  result  somewhere  else  in  the  document. 


Your  document  should  now  look  like  this; 


€ 


TOP 


L — 
25 

10.5 
5 


40.5 


^ 


CrMtlng  MATH 


R«eult  «  10  ii 


Notice  that  DECtype  added  the  numbers  correctly  even  though  the  -  wero  not  typed 
in  the  proper  columns  When  a  number  does  not  have  a  decimal  point,  DECtype 
assumes  the  decimal  point  is  after  the  last  digit  in  the  number  Numbers  do  not 
have  to  be  typed  m  columns,  they  can  be  anywhere  in  your  document. 


SUBTRAC-  DECtype  can  subtract  a  number  from  the  total  in  the  calculator. 

TION 

1  Press  RETURN  several  times  to  separate  the  examples. 

2  Press  Gold  O  to  clear  the  calculator. 


3     Type  the  number  100  Do  not  follow  it  with  a  space  Press  Gold  Z,  This  places 
the  number  100  into  the  calculator.  Press  RETURN. 


Result  =  100 

Type  the  number  25  and  press  Gold  S.  DECtype  will  subtract  25  from  100  The 
calculator  should  now  read: 


Result       75 

5     Press  RETURN. 


6     Type  the  number  12  5  and  press  Gold  S.  DECtype  will  subtract  12.5  from  the 
result 

Result  -  62.5 
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(Tj, 


7     Press  RETURN  twice,  and  then  press  Gold  E  to  insert  the  result  into  the  text. 
Your  document  should  now  look  like  this: 


.—TOP 


10.S 
40.4 


12.5 
•2.5 
CTMUng  MATH 


RmuH  -  62.5 


MULTIPLI-    Multiplication  works  in  much  the  same  way  as  addition  and  subtraction    The 
CATION    "'Jf^t)er  in  the  calculator  is  multiplied  by  the  number  at  the  cursor 

1      Press  RETURN  several  times 

Type  the  number  10  and  press  Gold  X.  This  multiplies  62  5.  which  was  in  the 
calculator,  by  10.  The  result  in  the  calculator  is  now  625.0 

Result  =  625.0 
4     Press  RETURN  twice.  Press  Gold  E.  The  result,  625.0,  is  placed  in  the  text. 


/wultN 

CALC    I 


DIVISION  DECtype  can  divide  the  number  in  the  calculator  by  the  number  at  the  cursor 
1      Press  RETURN  twice  to  separate  the  examples. 


Div  A  2     Type  the  number  5.  and  press  Gold  W.  The  result  in  the  calculator,  625  0,  will 
^^^  J         be  divided  by  the  number  5. 

Result  -   125.0 

The  result  will  be  accurate  to  seven  decimal  places 


COMBINING    "^^^  ^^^  combine  several  math  functions  to  perform  one  calculation. 

THE  MATH 

rUNO  I  lUNb   ^      Qigg^  ^^Q  calculator  by  pressing  Gold  O    Press  RETURN  several  times  to 

separate  the  examples. 

2     Type  the  following. 


Regarding  your  inquiry  on  our  supply  of  brass  lanterns,  we  have 
•old  145 
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3  Press  Gold  Z  to  add  145  into  the  calculator.  Type  the  following; 

from  our  Boston  store,  189 

4  Press  Gold  Z  to  add  189  into  the  calculator  Type  the  following: 

from  our  Portsmouth  store,  snd  3,398 

5  Press  Gold  Z  to  add  3,398  into  the  calculator.  Type  the  following. 

from  our  Bar  t^rbor  store.  This  gives  us  «  total  of 

6  Press  Gold  E  to  insert  the  result  into  the  text.  Type  the  following: 

brass  lanterns  sold  during  the  past  year.  On  an  average,  during 
each  of  the  12 

7  Press  Gold  W  to  divide  the  result  by  12.  Type  the  following: 

months  of  the  year,  we  sell 

8  Press  Gold  E  to  insert  the  new  total    Type  the  following: 

brass  lanterns. 

The  paragraph  should  look  like  this: 


Regarding  your  Inquiry  on  our  supply  of  braas  lanterns,  we  have 
sold  145  from  our  Boston  store,  189  from  our  Portsmouth  store, 
and  3.398  from  our  Bar  Kirbor  store.  This  gives  us  a  total  of  3,732 
brass  lanterns  sold  during  the  past  year.  On  an  average,  during 
each  of  the  12  months  of  the  year,  we  sell  311  brass  lanterns. 


It  is  not  necessary  to  put  a  number  into  the  calculator  directly  after  typing  it  You 
could  have  typed  the  paragraph,  then  backed  up  to  any  digit  m  the  first  number, 
pressed  Gold  Z.  advanced  to  the  second  number,  pressed  Gold  Z,  etc. 


NEGATIVE  '"^  DECtype    negative  numbers  are  displayed  with  a  minus  sign  following  the 

NUMBERS  "^"^^®'^' ^^"^  ®'^^"^^'^^®^^^'^® '^ '^  ^'^P'^y®^  ^^ '^" 


You  can  enter  a  negative  number  in  two  ways  The  first  way  is  to  type  the  number 
followed  by  a  hyphen,  and  then  put  it  m  the  calculator  with  whatever  function  Key 
you  want  to  use  (Gold  Z.  S.  X,  or  W)   For  example,  to  enter, 

14-    +   5  .^  *   : 

you  would  type  '  14  '  followed  by  a  hyphen  ("14  -  "■),  then  press  Gold  Z  to  add  it  into 
the  calculator  Then  you  would  type  the  addition  sign  ("-♦■  ").  then  type  "5".  and 
press  Gold  Z  agam  to  add  the  5  into  the  calculator. 
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The  second  way  to  enter  a  negative  number  is  to  type  the  number  and  put  it  m  the 
calculator  by  using  the  Gold  S(ubtraction)  key  Using  this  method  to  enter  the 
above  example,  you  would  type  14,  press  Gold  S,  (which  would  enter  a  14-  it  the 
calculator  was  cleared,  or  reduce  the  result  by  14  if  it  wasn  t  cleared),  and  then  type 
the  rest  of  the  equation  as  usual 


• 
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ADDING   EMPHASIS   TO  WHAT  YOU   WRITE   8 


This  lesson  shows  you  how  to  use  capitalization  holding  undertining,  and  centenng 
to  add  emphasis  to  the  text  in  a  document. 


»^iiimiflM,i>p;»iipia.* 


»mi^tt»^9fmmmiiim>ii  itmiummm 


mm''*Ma!ifmmmmm»mm»'.*^ti*-m-m 


When  you>e  writing  a  letter  or  a  docurrjent,  you  often  wan!  to  call  attention  to  words 
or  phrases  m  the  document  This  is  called  highlighting  Highlighting  maKes  words 
stand  out  from  the  rest  of  the  text  Highlighting  the  impor'.  t  words  ot  a  letter  can 
make  them  seem  louder  or  more  important  By  showmg  the  reader  the  central 
ideas  or  the  things  you  think  are  most  important  highlighting  helps  you 
communicate 


You  can  also  use  highlighting  on  titles  Headlines  and  headings  m  a  report  in  this 
case,  highlighting  would  show  how  the  report  is  organized  and  make  it  easier  to  fmd 
the  parts  m  which  var  ous  readers  are  interested 


Highlighting  it  you  were  usmg  a  typewriter,  you  could  highlight  words  tn  several  ways  You  could 

ON  A   type  a  word  or  phrase  n  CAPITAL  letters  You  could  back  up  O'^er  a  word  you  just 

TYPEWRITER  typed  and  underline  t   You  could  Pack  up  over  a  word  and  type  't  again   so  that  it 

would  appear  extra  dark  ibold)  Or,  you  could  position  the  word  m  creative  ways  to 

call  attention  to  it. 


HIGHLIGHTING  You  can  do  an  these  things  with  DECtype  When  you  are  typing  a  letter  you  tell 
ON  DECtype  DECtype  which  words  to  highlight  iLater,  you  can  remove  the  highlighting  it  you 
want  )  When  DECtype  flies  your  document.  It  remembers  not  only  what  text  IS  in  the 
document  but  also  what  highlighting  you  used  on  each  character  Every  time  you 
print  the  document  DECtype  uses  special  techniques  to  print  the  words  and 
phrases  you  have  highlighted 


DECtype  has  four  highlighting  techniques   If  you  wan?  to  caM  attention  to  a  word  or 
phrase,  you  can 

TYPE  IT  IN  CAPITAL  LETTERS 
ur>dtfiir>«  '! 


• 


c«nt«f  It 
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You  can  combine  ail  of  th»jse  techniques: 

THIS  SENTENCE  LOOKS  VERY  IMPORTANT 

You  can  use  highlignimg  on  many  lines  of  text  or  on  a  single  character 

Look  at  the  mmi-keyboarcj  to  find  the  UNDER  LINE  BOLD  and  UPPER  CASE 
keys    The  centering  key  IS  the  Gold  function  of  the  C  key   Gold  CENTR 

There  are  two  ways  to  use  these  keys  One  way  is  convenient  to  use  when  you  want 
to  highlight  text  yc^  ve  already  typed,  the  other  way  is  convemer^t  whtjn  you  want  to 
highlight  text  you  artj  about  to  type  First  you  will  highlight  text  that  ib  already  typed 


CAPITAL    You  already  know  two  ways  m  which  you  can  produce  capital  letters.  |ust  hold  down 
LETTERS    ®"^®^  SHIFT  key  as  you  ?ype  the  letters,  or  press  the  CAPS  LOCK  key  so  that  it 

tocksdown   Then  aM  the  letters  you  type  will  be  capital  letters  until  you  press  CAPS 

LOCK  again  so  that  it  pops  back  up 


There  are  other  ways  to  capitalize  letters  you've  already  typed  You  know  that  you 
could  capitalize  a  word  by  rubbmg  it  out  and  retyping  it  m  capital  letters  The 
techniques  you  are  about  to  leam  will  save  you  from  having  to  retype  text  Thoy  also 
apply  \A/hen  you  want  to  use  underlining  and  balding 

To  learn  about  capitalization  edit  the  document  VINES  This  is  anotfier 
demonstration  document  sent  to  you  with  DECtype   It  is  already  m  your  index. 


Use  the  E(dit)  option  from  the  Mam  Menu    For  the  name  of  the  document,  type 
"Vines   . 


TOT 

Pruning  Vin«t 


Pruning  —  cutting  off  itvtng  parts  of  ■  grapovin*  —  i«  on«  of  th« 
most  tmpoft«n«  practlCM  tn  tho  cuNurt  of  grapot  It  la  a 
complai  and  MgMy  {udgmantal  tliHI  It  controla  tfva  amount  of 
crop  iha  vinat  wHI  baar.  and  ttta  quaUty  of  that  crop  This  in 
turn  affacta  tha  w^n^  wfMcf>  can  ba  mada  trotr,  tha  grapaa. 

Uauaily,  vinaa  §n  prunad  to  raduca  tha  numbar  of  grapat  that 
thay  will  bm»T.  Whan  fawar  §r9  grown  it  it  hcpad  that  thay  will 
raach  tha  full  potarrtlal  of  thair  variaty  Such  grapaa  hava  acid 
and  sugar  contanta  in  parfact  balarca.  and  thair  wina  w«M  ba 
full-bodlad,  daap  and  bcllilartt  in  color,  and  with  ■  bouquat  that 
it  trua  to  tha  grapa  If  a  vina  it  allowad  to  produca  too  rr  ny 
9"^*  —  ■  condition  caHad  ovarcropping  -  tha  flavor  «vitl  i uffar 

Somalimaa.  daaplta  (udiciout  pruning,  a  vir>a  will  atiil 


Editing  VINES 


Figure  8  1      The  first  part  of  VINES 
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HIGH-  The  UPPER  CASE  key  capitalizes  letters.  Suppose  you  wanted  to  capitalize 

LIGHTING  ^^®  ^^^^  "most"  in  the  second  line  of  the  first  paragraph: 

SINGLE 

CHAR-  1     Move  the  cursor  to  the  first  character  you  want  to  capitalize.  In  this  case, 
ACTERS         put  it  under  the  "m"  in  "most." 


most  important  practices  in  the  culture  of  grapes.  It  is  a 

'uppER^  2     Press  UPPER  CASE.  DECtype  capitalizes  the  character  at  the  cursor 
CASE  I         position  and  advances  the  cursor  to  the  next  character. 

Most  important  practices  in  the  culture  of  grapes,  it  is  a 
3     Keep  pressing  UPPER  CASE  until  you  reach  the  the  I  in  "It." 

MOST    IMPORTANT    PRACTICES    IN    T>C    CULTURE    OF 
GRAPES.  It  is  a 


Notice  that  DECtype  did  not  change  the  period  at  the  end  of  the  sentence 
when  you  passed  the  cursor  over  it.  UPPER  CASE  only  affects  alphabetical 
keys. 


TWO-  In  Lesson  3,  you  saw  that  you  can  press  a  white  key  (ADVANCE  or  BACK  UP) 
KEYSTROKE  ^°  ^®"  DECtype  what  to  do,  then  a  blue  distance  key  to  tell  DECtype  how  far  to 
COMMANDS  ^^  '^'  ^°^  instance,  you  can  press  BACK  UP  LINE  or  ADVANCE  SENT. 

/  \/  \  You  can  use  the  white  highlighting  keys  in  the  same  way.  For  instance, 
I  cAsf  Jh°"°J  UPPER  CASE  WORD  capitalizes  a  word.  UPPER  CASE  PAGE  capitalizes  a 
^— ^^ — ^  whole  page. 


If  you  press  any  blue  key  directly  after  pressing  any  white  key.  the  cursor  will  move 
over  the  text  described  by  the  blue  key,  doing  whatever  is  described  on  the  white 
key.  This  special  rule  stays  in  effect  until  you  press  another  white  key,  start  typing 
again,  or  use  another  editing  command. 

In  the  last  exercise,  you  pressed  UPPER  CASE  to  capitalize  individual  letters  This 
means  the  special  rule  is  in  effect  right  now.  If  you  press  the  blue  distance  keys, 
they  will  capitalize  letters  in  addition  to  moving  forward 

1  Press  WORD.  DECtype  moves  the  cursor  past  the  word  "It"  and  capitalizes  the 
word. 

MOST  IMPORTANT  PRACTICES  IN  T«  CULTURE  OF  GRAPES    IT  is  a 

2  Press  LINE.  DECtype  moves  to  the  start  of  the  next  line,  capitalizing  all  the 
letters  it  passes. 


• 


MOST  IMPORTANT  PRACTICES  IN  ThC  CULTURE  OF  GRAPES    IT  IS  A 
complex  Slid  highly  judgemental  skill.  It  controls  the 
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i     Press  SENT.  The  cursor  moves  to  the  start  of  the  next  sentence,  capitalizing 
the  rest  of  the  sentence  it  passed  over. 

MOST  IMPORTANT  PRACTICES  IN  THE  CULTURE  OF  GRAPES.  IT 
IS  A  COMPLEX  AND  HIGHLY  JUDGEMENTAL  SKILL  It  controls  the 

4  Continue  pressing  distance  keys  until  the  entire  paragraph  is  capitalized. 

5  Press  ADVANCE   This  is  one  way  to  cancel  the  special  capitalization  rule. 

NOTE 

After  you  use  a  highlighting  key  in  this  way,  be  sure  to 
press  ADVANCE  (or  any  key  other  than  the  blue  distance 
keys)  to  carKel  the  special  rule.  If  you  forget  about  the 
special  rule,  you  might  highlight  a  targe  amount  of  text  by 
mistake 

As  another  example,  suppose  you  want  to  capitalize  every  other  word.  You  can 
move  ♦he  cursor  to  the  start  of  the  first  word  to  be  capitalized,  then  press  these 
Keys: 

Capitalizes  the  first  letter  in  the  first  word  and  moves  the  cursor  past 
;t.  It  also  switches  on  ;he  special  capitalization  rule 

Moves  forward  to  the  start  of  the  next  word.  Since  the  special  rule  is  in 
effect,  DECtype  capitalizes  the  rest  of  the  first  word. 


I  WORD  I 


c 


AOVANCF 


) 


Turns  off  automatic  capitalization  and  moves  the  cursor  past  one 
character  without  capitalizing  it. 

Moves  forward  to  the  start  of  the  next  word.  But  this  time,  DECtype 
doesn't  convert  any  letters  to  capitals.  You  pressed  ADVANCE  more 
recently  than  UPPER  CASE. 

Capitalizes  the  first  letter  in  the  third  word  and  moves  the  cursor  past 
it. 

Capitalizes  the  word  and  moves  the  cursor  to  the  next  word. 


HIGH-    "''^®  ^^^^^  ^^y  ^°  highlight  a  piece  of  text  is  to  select  it.  You  could  use  this  method 
LIGHTING    °"  ^®^^  y°^  ^^^^  already  typed,  but  it  is  most  convenient  for  text  you  are  about  to 


SELECTED 
TEXT 


type,  especially  for  underlining  and  holding. 

You  learned  about  the  select  mark  and  the  selected  area  in  Lesson  3.  Suppose  you 
want  to  capitalize  the  word  "full"  in  the  third  line  of  the  second  paragraph: 

1      Move  the  cursor  to  the  first  character  you  want  to  highlight.  In  this  case,  put  it 
under  the  "f"  in  "full." 

raach  Ih*  full  potential  of  their  vartaty   Such  grape*  ^ave  add 
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2     Press  SEL.  This  puts  an  invisible  select  mark  where  the  cursor  is 


r«ach  th«  full  potential  of  their  variety.  Such  grapes  have  acid 

3  Move  the  cursor  past  the  second  'I'  in  'full'.  The  selected  area  is  the  text 
between  the  select  mark  and  the  cursor— in  this  case,  the  word  "full." 

reach  the  full  potential  of  their  variety.  Such  grapes  have  acid 

4  Now  that  you  have  selected  the  amount  of  text  you  want  to  capitalize,  press 
UPPER  CASE.  The  highlighting  disappears,  the  screen  returns  to  normal,  but 
the  text  you  selected  is  now  in  capital  letters. 

reach  the  FULL  potential  of  their  variety.  Such  grapes  have  acid 


REMOVING    You've  seen  three  ways  to  capitalize: 

HIGH- 

•  Using  the  UPPER  CASE  key  to  capitalize  a  single  letter 

•  Using  the  UPPER  CASE  key  with  distance  keys  to  capitalize  larger  amounts  of 
text 

•  Using  the  UPPER  CASE  key  to  capitalize  selected  text 


UPPER  ]  What  if  you  want  to  convert  text  to  lowercase  letters?  Press  Gold  UPPER  CASE. 


UPPER  CASE  and  Gold  UPPER  CASE  work  exactly  the  same  way.  but  with 
opposite  effects.  You  press  Gold  UPPER  CASE  to  convert  the  cursor  character  to 
lowercase  and  advance  the  cursor  past  it.  You  can  then  use  the  blue  distance  keys 
to  convert  larger  amounts  of  text  to  lowercase.  And  you  press  Gold  UPPER  CASE 
after  selecting  text  to  convert  the  selected  area  to  lowercase.. 


Practice  using  Gold  UPPER  CASE  by  going  through  the  document  VINES  and 
reversing  the  changes  you  made  earlier  in  this  lesson. 


Removing  highlighting  from  a  single  character  Back  up  to  the  word  MOST,  the 
first  word  you  capitalized  in  the  last  exercise  Press  Gold  UPPER  CASE  The 
character  at  the  cursor  position  changes  to  lowercase,  and  the  cursor  advances 
to  the  next  character. 

mOST  IMPORTANT  PRACTICES  IN  THE  CULTURE  OF  GRAPES  IT 


2     Press  Gold  UPPER  CASE  three  more  times  to  change  the  word  "most"  to 
lowercase. 
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3  Removing  highlighting  from  other  amounts  of  text  Since  you  ve  pressed  Gold 
UPPER  CASE,  text  will  switch  to  lowercase  automatically  if  you  pass  over  it 
with  the  blue  distance  keys.  Press  SENT.  DECtype  converts  the  rest  of  the 
sentence  to  lowercase. 

4  Press  WORD.  Press  LINE.  Look  at  the  screen  to  see  how  much  text  DECtype 
has  converted  to  lowercase. 

5  Removing  highlighting  from  a  selected  area.  Convert  the  word  "COMPLEX" 
back  to  lowercase  by  selecting  that  word.  Press  SEL. 

COMPLEX  AND  HIGHLY  JUDGEMENTAL  SKILL.  IT  CONTROLS  THE  AMOUNT  OF 

6  Press  WORD.  Pressing  SEL  WORD  makes  OECtype  select  one  word 

COMPLEXAND  HIGHLY  JUDGEMENTAL  SKILL.  IT  CONTROLS  THE  AMOUNT  OF 

7  Press  Gold  UPPER  CASE. 

COmplex_AND  HIGHLY  JUDGEMENTAL  SKILL    IT  CONTROLS  THE  AMOUNT  OF 

8  Use  the  SEL  or  blue  distance  keys  to  convert  to  lowercase  all  the  text  you 
capitalized  earlier. 

9  DECtype  even  converted  to  lowercase  the  first  letters  of  sentences  (It  doesn't 
know  anything  about  English  grammar!)  You  should  go  back  and  capitalize 
those  letters 

10  If  you've  made  changes  to  the  paragraph,  you  must  advance  to  the  end  of  the 
paragraph  to  rewrap  the  lines  of  text  Don  t  just press  PARA^  Since  the  last  key 
you  pressed  was  UPPER  CASE,  the  special  automatic  rule  would  capitalize  the 
rest  of  the  paragraph!  Instead,  press  ADVANCE  PARA  Pressing  ADVANCE 
cancels  the  special  rule. 


UNDER-    Underlining  is  ar.other  form  of  highlighting    You  might  underline  titles  of  books, 
LINING     ^^^^'^'^^  '"  y^^*"  document,  and  other  important  words 


On  a  typewriter,  you  d  underline  text  by  backing  up  and  using  the  " 
DECtype.  you  use  the  UNDER  LINE  key  to  underline. 


"  key   With 


Locate  the  UNDER  LINE  key  on  the  mini-keyboard    It  works  m  exactly  the  same 
way  as  the  UPPER  CASE  key. 


|7iNf"l    •    "^ou  can  UNDER  LINE  single  characters   This  underlines  the  character  at  the 
cursor  position  and  advances  the  cursor  past  it. 


I     LINf      I 
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You  can  press  blue  distance  keys  to  underline  larger  amounts  of  text  DECtype 
underlines  every  character  the  cursor  passes  You  can  cancel  this  by  pressing 
ADVANCE  or  by  using  another  editing  command 

You  can  select  an  area  of  text  and  then  press  UNDER  LINE  This  underlines  all 
the  text  in  the  selected  area 

You  can  remove  underlining  by  using  Gold  UNDER  LINE 


UNDERLINING    DECtype  usually  underlines  the  spaces  between  words  For  instance,  if  you  select 
WORDS  ONLY    a  paragraph  of  text  and  then  press  UNDER  LINE    you  II  underline  every  visible 

character  and  every  space  in  the  selected  area 

If  you  want  to  underline  only  the  words,  press  UNDER  LINE  and  press  WORD 
Pressing  WORD  moves  the  cursor  to  the  start  of  the  next  word   Since  you  pressed 
UNDER  LINE    DECtype  underlines  every  character  it  passes   But,  when  you  use 
the  WORD  key,  DECtype  underlines  only  the  words,  not  the  spaces  between  them. 

To  underline  the  words  but  not  the  spaces  m  a  piece  of  text,  go  to  the  start  of  the 
text,  press  UNDER  LINE,  and  press  WORD  until  the  cursor  moves  past  the  end  of 
the  text. 


PRACTICE 


Move  the  cursor  to  the  start  of  the  first  paragraph  of  the  document   VINES 
Underline  only  the  words  in  the  first  paragraph  by  pressing  UNDER  LINE    then 
pressing  WORD   Keep  pressing  WORD  until  the  cursor  arrives  at  the  start  of  the 
second  paragraph 


In  the  second  paragraph  underline  both  the  words  and  the  spaces  between  the 
words  To  do  this,  you  can  either  press  UNDER  LINE  PARA  or  press  SEL  move 
the  cursor  past  the  last  period  in  the  paragraph,  and  then  press  UNDER  LINE  (See 
Figure  6- 2  ) 


TOP 

Pruning  VInM 

Prwntnq  —  cutting  off  Ivlng  p^fU  of  a  gr ■povino  ~  \m  ono  of  th« 
moot  importwH  pm^JeSHn  tKoTultufo  of  grapooTirK  i  comjaioil 
«td  iilghty  judgmontol  ikji.  It  controlo"tho  ■mount'orcrop  tho 
vtn<o  w^  boor,  mtf  tfio  quoMtyof  ttwt  crop.  TNo  In  tufnofttcf  tho 
iMno  wHteh  con  bo  modo  fromlho  gropoo.         '^ 

UtuoHy.  vinoooroprunodtorodiictthonymbofofgropootffttnoy 
n^N  boor.  Whon  fowor  pro  grown  It  It  hopod  ttiot  thoy  wHI  roochTho 
(uM  potonHol  of  thoir  vortoty.  Such  yopoo  hovo  ocW  and  ougor 
contontt  In  porfoct  bolonco.  and  thoir  wino  wIM  bo  full-bodlod. 
doop  and  bdMlont  In  color,  and  with  a  bouquot  thot  It  truo  to  ttio 
gr^po  If  a  vino  la  allowod  to  produce  too  many  grapoo—a 
condttton  caMod  ovof-cropping  —  tho  flavor  will  auffy. 


Figure  8  2     Two  Types  of  Underlining 
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Now  remove  the  underlining  m  the  last  sentence   Press  SEL,  press  the  BACK  UP 
key  and  the  SENT  key.  and  press  Gold  UNDFR  LINE 


HOW  ro  USE  You  have  to  be  more  specific  with  underlmmq  than  you  do  with  capitalisation. 
UNDERLINING  Although  you  cant  capitalize  spaces,  you  can  underline  them    You  must  decide 

whether  or  not  you  want  to  underline  the  spaces  and  tabs  before  and  after  wurds. 


Depending  on  the  style  standards 
ycu  have  decided  to  use.  you  may 
underline  spaces  between  words  or 
)usl  the  words  themselves  The 
second  way  is  usually  more 
readable. 


Do  not  press  Button  X' 
Do  not  press  Button  X' 


If  you   underline  a  tab  character,  Team 

DECtype    prints    underlining    from  Atlanta 

there  to  the  next  character  m  your  Portland 
document 


Won     Lost 
82  55 

77  65 


If  you  want  undertinmg  all  the  way 
out  to  the  right  margin  press  TAB 
until  the  cursor  or  text  hits  the  right 
margin,  and  then  insert  a  non- 
breaking space  at  the  end  of  the 
line  Then  back  up  and  underline 
the  tab  characters 


Atlanta 


Coach   Smith 


This  team  looks  promising  for  the 
coming  season 


ADDING  TEXT  TO  When  a  section  of  your  document  is  underlined  you  usually  want  any  text  added  to 
AN  UNDERLINED   that  section  to  also  be  underlined   Whenever  you  enter  text    DECtype  checks  thn 
AREA   character  at  the  cursor  position    If  that  character  is  underlined  or  bold   DECtype 
automatically  underlines  or  boids  the  new  text  as  you  enter  it 


Return  to  the  beginning  of  the  second  paragraph  of  the  document  VINES  You 
have  underlined  the  first  three  sentences  of  this  paraqrapfi  As  you  learned  m  the 
last  section,  underlining  a  sentence  means  underlining  every  character  including 
spaces,  between  the  cursor  and  the  end  of  the  sentence 


Place  the  cursor  between  the  words  "fewer"  and  "are"  m  the  second  senience  of 
this  paragraph  Type  the  word  grapes  '  Because  the  character  ,\\  the  cursor 
position  IS  underlined   your  new  word  is  also  underlined 
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Remember  that  when  you  underline  words  only  by  pressing  the  UNDER  LINE  key 
and  the  WORD  Key  you  do  not  underline  spaces  In  this  case  if  you  enter  fiew  text 
by  placing  the  cursor  on  a  space,  the  new  text  will  not  be  automatically  underlined 


New  text  ar^ded  directly  after  a  word  wrap  or  hard  return  is  ney^or  automatically 
underlined 

BOLOING  Bolding  is  another  form  of  highlighting  You  can  use  boiding  m  tables  and  charts  to 
give  a  feeling  of  depth,  or  to  present  two  sets  ot  numbers  side  by  side  Boidmg  like 
Other  forms  of  highlighting,  calls  attention  to  certain  words  and  phrases 

When  you  print  a  document.  DECtype  strikes  each  bold  character  three  ti^itin  the 
same  position  on  the  paper  This  makes  it  appear  darker  than  the  text  that  tsn  t 
bold  (If  you  ve  used  the  DA  setting  from  the  Print  Menu  to  say  that  you  want  the 
whole  document  printed  extra  dark,  DECtype  strikes  alt  regular  and  tK)ld  characters 
one  extra  time  ) 

^lil»n  you  re  usmg  DECtype  you  ne^^^f  back  up  the  cursoi  and  strike  the  keys 
extra  times  Instead  you  mark  the  bold  portions  of  your  document  m  the  same  way 
you  would  mark  the  underlined  portions  Instead  of  the  UNDER  LINE  key  you  use 
the  BOLD  key    The  BOLD  key  works  just  like  UNDER  LINE 

©•      You  can  )ust  press  BOLD    This  bolds  the  character  at  the  cursor  position  and 
advances  the  cursor  past  It 


•  You  can  use  BOLD  and  press  blue  distance  keys  DECtype  t)olds  every 
character  the  cursor  passes  You  can  cancel  this  by  pressing  ADVANCE  or  by 
using  another  ed'tmg  command 

•  You  can  select  an  area  of  text  and  then  press  BOLD  This  Doids  all  the  text  m 
the  selected  area 


•      You  can  remove  bo'ding  by  using  Gold  BOLD 


It  also  means  that,  |ust  like  underlining,  when  you're  entenr^g  rww  text  DEClypt 
looks  at  the  character  at  the  cursor  position    If  that  character  is  bold.  DECtype 

automatically  bolds  the  new  text 

PRACTICE    To  practice  usmg  boidmg,  make  the  changes  shown  to  the  third  paragraph  of  the 
document  VINES 


Somttfimes.  cl«sc)it«  ludicsous  pruntrig  a  vin©  *vill  sfill  ov©fpnx1uc<i  Thit  may  t)i> 
because  -♦  etcepfionai  v»gor  in  th»  pliint  ^  n«.  ,iu»B  o'  particuiary  f»rtil«  »nil  in 
Surh  1  r}Kf'  '-o  ,  "-'gr  rriuSl  f)**''?  to  (M  nnipg  Thinning  mvo'vPS  \hv  rtmovnl  of 
wholt  grap*  c<uit«fi  'rom  th«  vine  before  1^«v  aft'  'po  8v  sflcnficmg  par-  ,  •  \u» 
crop  it  IS  hoped  i^a\  '^e  quaitty  of  fhe  femaming  qrtipes  wsll  be  improved  Sorr^elimen 
M  much  as  Of^*"  half  of  a  crop  am  hav«»  to  be  removpd  frorti  an  overproducing  vine 
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MULTIPLE    ^^^  three  highlighting  techniques  you've  seen  so  far  —  capitalization,  underlining, 
HIGH-    ^^^  bolding  —  are  all  independent  of  each  other.  You  can  emphasize  text  in  more 

LIGHTING  "'^"  °"^  ""^^ 

Adding  both  underlining  and  bolding  to  a  word  is  a  two-Step  operation.  One  way  to 
do  this  is  to  move  the  cursor  to  the  first  character  and  press  UNDER  LINE;  press 
the  blue  distance  keys  to  underline  the  word  or  section.  The  back  up  to  the  first 
character  again  and  press  BOLD;  press  the  blue  distance  keys  to  bold  the  word  or 
section.  You  could  use  the  SEL  key  method  in  much  the  same  way  to  accomplish 
this;  you  must  select  the  word  or  section  twice. 

In  the  same  way,  pressing  Gold  BOLD  removes  bolding  from  a  piece  of  text,  but  if 
the  text  is  underlined  too  it  stays  underlined  even  after  you  remove  bolding.  If  you 
wanted  to  remove  its  underlining  also,  you'd  have  to  do  that  separately. 

CENTERING    a  fmal  way  to  add  emphasis  to  text  is  to  center  it  -n  the  middle  of  a  line.  You'd 

typically  do  this  with  titles  and  subtitles.  VINES  has  a  centered  title. 


You  tell  DECtype  that  you  want  a  line  centered  by  pressing  Gold  CENTR.  DECtype 
counts  characters  and  does  the  exact  positioning  for  you.  If  you  add  or  remove  text 
from  the  line  or  even  change  the  ruler,  DECtype  adjusts  the  line  so  it  stays 
centered. 


PRACTICE  To  practice  centering  text,  do  these  things: 


1  Create  a  new  document.  Name  it  CENTER. 

2  Type  your  name.  Don't  press  RETURN.  Look  at  the  screen.  Your  name  is  now 
lined  up  at  the  left  margin. 


Pressing  Gold  CENTR  outs  a  centering  mark  in  the  document.  You  can  see  this 
centering  mark  using  Gc'i  VIEW.  The  centering  mark  centers  the  line  that  comes 
before  it.  So  to  make  a  centered  line,  type  the  text  you  want  centered,  then  press 
Gold  CENTR. 


Like  a  return,  the  centering  mark  pushes  the  cursor  and  any  text  after  it  to  the  start 
of  a  new  line. 


Press  BACK  UP  The  cursor  is  now  at  the  end  of  the  centered  line  and  points  to 
the  centering  mark. 


8-10        Adding  Emphasn  to  What  You  Write 


5  Look  at  the  screen  and  type  ".  Ph.D  "  after  your  name  After  every  two 
characters  you  type,  DECtype  shifts  the  line  left  one  column.  This  keeps  it 
centered. 


6  Rub  out  the  text  you  typed  in  step  5  and  see  that  DECtype  still  keeps  your  line 
centered. 

7  Press  DEL  CHAR  to  remove  the  centering  mark  Your  name  is  no  longer  a 
centered  line;  it  is  now  left-justified.  Press  Gold  CENTR  to  put  the  mark  back  in 
the  document. 


You  can  lemove  a  centering  mark  by  pressing  DEL  CHAR  (if  the  cursor  is  pointing 
to  it)  or  by  pressing  RUB  CHAR  OUT  (if  the  cursor  is  one  character  to  the  nght  of  it) 


Centered  lines  may  seem  strange  in  some  cases; 


8  Move  the  cursor  to  the  start  of  the  centered  line.  Notice  that  the  cursor  is  not  at 
the  left  margin.  Press  RUB  CHAR  OUT  a  few  times.  There  is  nothing  to  rub  out 
You  can't  get  to  the  left  margin  because  the  centering  mark  moved  the  start  of 
the  line  to  the  right  on  your  screen. 

9  Press  RETURN.  You've  just  added  a  line  before  the  centered  line  (So  far, 
there  is  no  text  on  this  Ime.)  Press  BACK  UP.  Now  the  cursor  goes  to  the  left 
margin.  That's  because  the  line  you're  on  now  ends  with  a  return  character,  not 
with  a  centering  mark. 


10  Press  ADVANCE  and  type  about  fifteen  spaces.  The  centered  line  doesn  t 
seem  to  be  correctly  centered  any  more.  But  when  you  think  about  it,  the  real 
Ime  —  the  fifteen  spaces  followed  by  your  name  —  is  correctly  centered. 

If  Gold  CENTR  doesn't  seem  to  work  correctly,  it  may  be  because  you  are  trying  to 
center  spaces  or  tabs  as  well  as  the  text  you  see  If  the  line  contains  spaces 
DECtype  will  count  those  spaces  when  centering  the  line.  If  the  line  contains  tabs. 
DECtype  will  not  be  able  to  center  it.   DECtype  cannot  center  tabbed  text. 

Using  Gold  VIEW,  you  can  see  any  spaces  or  tabs  in  the  text  and  also  verify  that  the 
Ime  ends  with  a  centering  mark  instead  of  a  return. 


CENTERING  Gold  CENTR  usually  positions  text  exactly  between  the  left  and  right  margin 
POINT   you  instead  want  DECtype  to  position  text  off-center,  use  a  centenng  point. 


If 


1      Go  to  the  end  of  the  document  and  press  P    'URN  several  times  to  separate 
this  exercise  from  the  last  one. 
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2     Press  Gold  RULER  to  display  the  ruler.  Press  ADVANCE  until  the  cursor  is  in 
column  14.  Type  C  and  press  RETURN. 


The  letter  "C"  in  a  ruler  is  a  centering  point.  You've  just  installed  a  centering  point 
in  column  14. 

3     Now  type  the  following  lines  At  the  end  of  each  line,  press  Gold  CENTR  (do  not 
press  RETURN). 


C 

Now 

is  the  time 

for  ail  good  men 

to  come  to  the  aid 

of  their  country 


As  you  pressed  Gold  CENTR.  DECtype  centered  each  line  around  colum; 
centering  point). 


4  (the 


You  can  have  only  one  cen'  ring  point  in  any  ruler,  but  you  can  change  rulers  as 
often  as  you  want  (see  Lesson  5). 
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LIST   PROCESSING  9 


This  lesson  shows  you  how  to  use  the  List  Processing  feature  of  DEC  type  You  will 
learn  what  List  Processing  is,  how  to  create  list  and  form  documents,  and  how  to 
combine  them  to  produce  an  output  document  You  can  practice  using  List 
Processing  with  the  exercise  at  the  end  of  this  lesson. 


—  —    II  iM  mill  tmm\  \    ■~^- 


nttnummumnm 


WHAT  IS   ^°^  ^^^®  learned  in  previous  lessons  that  you  never  have  to  retype  the  same  text 

LIST    ^'^^  DECtype.  But  what  if  you  have  to  type  several  documents  that  are  almost  the 

PROCESS-  ^^"^^"^  ^^^  example,  what  if  you  had  to  send  100  copies  of  the  same  letter  to  100 

.T.p   different  people?  You  could  use  cut  and  paste,  or  Gold  GET  DOCf\/IT.  as  you 

irMva   learned  in  Lesson  3.  but  you  would  have  to  change  the  names  and  addresses  on 

each  letter.  This  would  mean  a  lot  of  tedious  work. 


With  List  Processing.  DECtype  can  print  those  100  letters,  automatically  changing 
the  names  and  addre&ses  on  each!  You  would: 


•  Create  a  document  containing  a  list  of  the  names  and  addresses 

•  Create  a  document  containing  the  letter. 

•  Tell  DECtype  to  use  List  Processing  to  combine  the  list  and  the  letter. 


The  printed  letters  would  look  as  though  you  typed  each  one  individually. 


List  Processing  produces  the  same  kind  of  output  over  and  over  again,  with  just 
certain  information  varying  from  copy  to  copy . 


Suppose  you  type  purchase  requisitions.  With  List  Processing,  you  create  a 
document  showing  DECtype  how  a  purchase  requisition  looks  In  another 
document  you  type  the  information  that  is  to  appear  on  the  requisition  List 
Processing  can  now  produce  the  forms  for  you 


OVERVIEW    To  use  List  Processing,  you  must  create  a  list  document  and  a  form  document. 

OF  HOW 


LIST 
PROCESS- 
ING WORKS 


The  list  document  contains  the  information  that  you  want  to  change  from  copy 
to  copy  List  Processing  takes  information  from  the  list  document  and  inserts  it 
into  the  form  document. 
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The  form  document  shows  how  each  copy  will  look   It  also  contains    blanks* 
indicating  where  the  copies  will  differ. 


When  the  list  document  and  the  form  document  are  combined,  they  create  the 
output  document   You  may  then  print  the  output  document. 


That  IS  how  List  Processing  works 


The  diagram  on  the  following  page  shows  fiow  List  Processing  merges  a  list 
document  with  a  form  document  to  produce  its  output. 


List  Processing's  output  is  shown  at  the  bottom  of  the  diagram    It  produces  the 
letter  on  the  left,  then  the  letter  on  the  right. 


THE  LIST  The  list  document  contains  a  list  of  information   If  you're  producing  severalletters, 
DOCUMENT   ^^^  ''^^  document  would  be  a  mailing  list  with  the  name  and  address  of  each  person 

to  receive  the  letter    If  you  ^e  typing  purchase  orders,  'he  list  document  would 
contain  the  information  to  go  m  the  blanks  on  each  purchase  order 


For  example: 


Mr  Arthur  Mitchell 
407  Memorial  Drive 
Cambridge,  Mass   02140 


Mrs.  John  Onscoll 
256  Walnut  Avenue 
Brighton.  Mass   02135 


Suppose  this  IS  the  beginning  of  a  list  of  customers  You  would  want  one  letter  sent 
to  each  customer  One  letter  would  use  the  first  name  and  address,  the  next  letter 
would  use  the  next  name  and  address,  and  so  on  The  information  about  each 
person  is  called  a  record  One  record  is  used  in  one  letter,  the  next  record  is  used  in 
the  next  letter,  and  so  on. 


Within  each  record  are  pieces  of  information  about  each  customer,  such  as  the 
customer's  name  Each  of  these  pieces  of  information  is  called  a  field.  A  record  is 
made  up  of  several  fields. 


A  list  document  containing  the  records  on  fVlr.  Mitchell  and  IVIrs  Driscoll  would  look 
like  this: 
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CO«nd«r     Mr 

CfU»t     Arthur 

Cla«t     MMchttl 

Cwh«r«l     407  Memorial  Onv« 

C«yh«r«2     Cambridge    Mass    0:^140 


<  gandar     Mr« 

<  first     John 

>    last     OriscoM 

€whar9l   •  256  Walnut  Ay«nu« 

■    whara?    'Brighton    Mass    0213?i 


RECORDS  The  list  document  is  divicJod  into  records  tach  record  contains  mfOfmation  about  a 
single  person  or  thing  Each  record  makes  List  Processing  output  i  sop, uatt?  copy 
of  the  form  docurTient  In  that  copy.  List  Protessiny  inserts  informdlion  from  that 
record 


A  list  document  can  have  as  rr-any  as  9999  records  Each  record  can  have  up  to 
2600  characters 


If  the  list  document  is  a  personnel  file,  one  record  may  contain  intorm<ition  on  one 
employc»e  If  the  list  document  is  an  inventory  list,  one  record  may  contain 
information  on  one  part  <n  the  example  in  the  last  section  the  mailing  list  of 
customers,  each  record  referred  to  an  individual  customer. 


FORMAT  OF  Each  record  must  end  with  two  angle  brackets  with  nothing  enclosed  by  them 
RECORDS  (  <  •  )   In  a  list  document,  therefore,  a  record  is  defined  as  evf?rything  between  two 
"diamonds"  or  everything  before  the  first     diamond  " 


first 

record 

second     record 

third 

record 

When  typing  a  record,  press  RE  TURN  twice  a't^r  typirnj  ttu»  diamond  I  his  makes  tt 
pasier  to  tell  where  one  record  ends  and  another  begins  It  also  lets  you  use  the 
PARA  key  to  move  between  records 
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ORDER  OF   List  Processing  always  processes  the  records  in  a  list  document  in  the  order  in 
RECORDS   which  they  appear.  If  you  are  using  List  Processing  to  prepare  customized  form 
letters,  therefore,  it  probably  won't  matter  what  order  the  records  are  in. 

If  you  are  using  List  Processing  to  prepare  a  table  with  the  information  from  the  list 
document,  the  order  will  matter.  You  should  insert  each  new  record  in  the  list 
document  so  that  the  records  are  in  the  order  you  want.  For  instance,  if  you  want 
List  Processing  to  produce  a  table  whose  lines  are  in  alphabetical  order  by  last 
name,  insert  records  into  the  list  document  so  that  the  <last>  fields  are  m 
alphabetical  order. 

FIELDS  Each  record  is  made  up  of  fields.  A  field  consists  of  the  field  name,  typed  inside 
<  angle  brackets  >,  and  the  field's  value,  the  contents  of  the  field.  The  value  is 
typed  immediately  after  the  right  angle  bracket  (>). 

<fieid  name  1>value 
<fleld  name  2>value 

A  field  cannot  be  more  than  one  line  long.  Each  line  in  a  record  must  have  a 
separate  field  name. 

FIELD  NAMES   The  field  name  is  the  text  between  the  left  angle  bracket  and  the  right  angle 

bracket.  The  following  record  contains  fields  named  STREET,  TOWN,  STATE,  and 
ZIP. 


<STREET>34  Mill  street 
<TOWN>Bellows  Falls 
<STATE>Vermont 
<2IP>5101 


There  are  two  restrictions  on  field  names: 


1  They  may  not  include  the  characters  <  or  >  .  since  these  are  used  to  mark  the 
start  or  end  of  the  field  name. 

2  They  may  not  be  longer  than  20  characters. 


Except  for  these  restrictions,  you  may  use  any  text  you  want  as  a  field  name  The 
name  you  give  a  field  should  indicate  the  meaning  of  its  value.  For  instance,  if  you 
are  creating  records  with  peoples  names,  it  would  make  sense  to  name  the  fields 
<  first  >  and  <  last  >  instead  of  <  f  >  and  <  I  >.  Meaningful  field  names  make  it 
easier  to  edit  or  make  additions  lo  the  list. 


Of  course,  longer  field  names  require  more  storage  space  on  the  storage  device.  If 
you  think  you  may  run  short  of  space  as  you  add  records  to  your  list  document,  you 
should  not  make  field  names  longer  than  necessary. 
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You  must  always  type  a  field  name  in  exactly  the  same  way.  Your  use  ot  capital 
letters,  lowercase  letters,  and  spelling  must  be  the  same  wherever  you  use  that 
field  name.  If  you  have  a  field  called  •-  where  >  in  some  records,  be  sure  you  type 
exactly  <  where  ^>  in  all  other  records,  and  in  the  form  document.  The  only  things 
that  can  vary  m  a  field  name  are  spaces.  <  where  •  is  the  same  as 
<  where  >  to  List  Processing. 


If  you  type  <  WHERE  >  or  <  Where  >  in  the  form  document.  List  Processing  will 
not  use  the  <  where  >  field  in  the  list  document.  It  will  look  for  a  different  field  which 
probably  doesn't  exist. 

FIELD  VALUES  A  field's  value  is  the  text  following  the  field  name.  The  field  value  is  ended  by: 


•  The    <  character  which  begins  the  next  field  name. 

•  The  end  of  the  line. 

•  The  <>  which  ends  the  record. 

Type  a  field's  value  exactly  as  you  want  it  to  appear.  Any  spaces,  tabs,  or  invisible 
characters  you  type  after  the  >  which  ends  the  field  name  are  injiuded  in  the  field 
value.  When  List  Processing  inserts  the  field  value  into  a  blank  in  the  form 
document,  it  also  inserts  these  spaces  or  other  characters,  For  instance,  suppose 
your  form  letter  begins  with: 

Dear  <  gender  ><  last  > : 

And  suppose  the  list  document  contains  the  following  record: 

<gender>Mr. 
Ia«t>      Mitchell 


There  are  two  spaces  before  the  word  Mitchell  m  the  list  document.  List  Processing 
considers  these  part  of  the  field  <  last  >  .  There  is  a  space  between  <  gender  >  and 
<last>  in  the  form  document,  which  tells  List  Processing  to  separate  the  field 
values  with  one  space.  When  it  merges  this  information,  you  will  see: 


Dear  Mr.       Mitchell: 

there  are  now  three  spaces  between  Mr.  and  Mitchell.  One  came  from  the  form 
document;  two  came  from  the  field  <last>  . 


The  only  character  not  included  m  a  field  value  is  a  RETURN.  A  field  cannot  be 
more  than  one  line  long,  and  so  cannot  contain  a  RETURN. 


ORDER  OF  The  order  in  which  you  type  the  fields  in  a  record  does  not  matter.  (Of  course,  the 
FIELDS  diamond  must  always  be  last  to  mark  the  end  of  the  record.)  For  instance,  instead 
of  the  record  shown  above,  you  could  type: 
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<  where  1>1 46  Main  Street 
<where2>Maynard,  Mass. 
<last>Mitcheli 
<gender>Mr. 


<> 


It  is  the  location  of  the  field  name  in  the  form  document  that  tells  List  Processing 
where  to  insert  each  field  value. 


INVISIBLE   The  shape  of  the  text  in  List  Processing's  output  is  dictated  by  rulers  m  the  form 
HYPHENS   document.  List  Processing  will  perform  word  wrap  depending  on  where  each  word 
falls  in  a  line. 


You  will  learn  in  Lesson  10  how  to  improve  the  appearance  of  documents  by 
breaking  a  long  word  with  invisible  hyphens.  You  should  also  use  invisible  hyphens 
in  any  field  with  long  words.  For  instance,  suppose  you  have  the  following  record: 

<name>  International  Brotherhood  of  Electrical  Workers 

You  cannot  know  where  in  a  line  these  words  will  appear  when  List  Processing 
inserts  them  into  a  blank  in  the  form  document.  Separating  the  syllables  of  the  long 
words  with  invisible  hyphens  gives  DECtype  the  option  of  moving  part  of  the  word  to 
the  next  line  if  the  whole  word  won't  fit  on  the  current  line. 

<name>  In  ter^na^tion'al  Broth'er^hood  of  ElecMri'cal 
[Insert  invisible  hyphens  in  these  positions] 


EMPTY  AND  The  records  in  a  list  document  don't  all  have  to  contain  the  same  fields   When 
MISSING  FIELDS  you're  typing  a  list  document,  you  may  not  have  all  the  information  it  needs.  For 

instance,  you  may  not  know  someone's  first  name  or  someone's  ZIP  code.  You  can 
leave  out  some  of  the  information  in  a  record.  List  Processing  doesn't  know  what  a 
complete  set  of  fields  looks  like.  But  if  your  form  document  refers  to  information  you 
left  out  of  the  list  document,  you  should  know  what  List  Processing  will  do. 

In  the  example  of  the  customer  mailing  list,  suppose  you  didn't  know  Mr.  Mitchells 
first  name.  You  could  include  the  <:first>  field,  but  type  no  text  after  it  (just  press 
RETURN  and  start  typing  the  next  field).  This  is  an  empty  field: 

<gender>Mr. 

<first> 

<last>Mitchell 

<  where  1>407  Memorial  Drive 

<where2 'Cambridge.  Mass.  02140 

<>  •      ' 


Or,  you  could  leave  out  the   <first>   field  entirely.  This  is  a  missing  field: 


<gender>Mr. 

<la8t>Mitchell 

<where  1^407  Memorial  Drive 

<where2>Cambridge,  Mass.  02140 
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Empty  ♦ields  and  missing  fields  both  contain  no  text.  In  both  records  above,  the 
<first  >  field  contains  no  text,  If  a  form  document  has  places  where  the  value  of 
<first>  should  be  inserted,  then  List  Processing  inserts  no  text: 


Mr     Mitchell 

407  Memorial  Drive 

Cambridge,  Mass.  02140 

Dear  Mr     Mitchell: 

I'm  sure  you  II  agree,  ,  that  reading  a  newspaper  helps  to 

In  this  letter,  Mr  Mitchell's  name  was  used  three  times.  On  the  top  line,  you  notice 
an  extra  space  between  Mr  and  Mitchell.  One  of  the  spaces  was  supposed  to 
precede  the  first  name,  the  other  was  supposed  to  follow  It.  In  "Dear  Mr.  Mitchell;" 
the  form  did  not  call  for  the  first  name  at  all.  On  the  next  line,  though,  the  writer 
meant  to  call  Mr  Mitchell  by  his  first  name.  Since  his  record  in  the  list  document  did 
not  have  any  text  for  < first  • .  List  Processing  again  inserted  nothing  Here,  the 
absence  IS  more  noticeable. 

WHAT  FIELDS    Decide  which  fields  you  want  m  your  list  document  before  you  start  typing  it.  This 
TO  INCLUDE    way,  you're  more  likely  to  be  consistent  from  record  to  record    To  save  storage 
space  and  simplify  the  list,  use  as  few  fields  as  possible  But  use  a  separate  field  for 
any  information  you  may  want  to  use  separately. 


Here  is  a  record  which  probably  has  more  fields  than  necessary; 

<  house*  -150 
<;st.name  Oorchester 
«.  st.type  >Avenue 
<clty^Nashua 
-  state^NH 
^zlp  03064 

You  wouldn't  need  a  separate  field  for  -  st.name  •  and  •  st  type  •  unless  you 
thought  you  might  someday  want  List  Processing  to  pick  the  word  Dorchester  out  of 
this  list  without  following  it  with  Avenue. 


On  the  other  hand,  the  examples  earlier  in  this  book  had  only  two  fields  for  all  the 
above  information. 

<where1    150  Oorchoster  Avenue 
.'Where2   Nashua  NH  03064 

This  IS  simpler  and  requires  less  storage  space   But  doing  it  this  way  keeps  you 
from  using  a  part  of  the  address. 


Choose  between  such  extremes,  depending  on  what  you  think  your  needs  will  be 
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SHORT  CUT  To  skip  some  of  the  repetitive  typing  when  you  add  records  to  a  list,  you  can  make 
DECtype  type  the  field  names  tor  you.  so  that  you  need  only  type  the  field  values 
You  can  do  this  by  using  CUT  and  PASTE,  a  Library  Document,  or  a  User  Defined 
Key.  discussed  in  Lesson  11 


When  editing  a  List  Document,  use  the  •  •  key  on  the  mini4<f^yboard  to  advance 
through  the  document  Pressing  ^  •  will  position  the  cursor  after  the  right  angle 
bracket  of  each  field  name,  exactly  where  you  want  to  add  text 


NAMES  In  a  letter,  you  usually  use  people's  names  m  tfuee  ways: 


1,  In  the  address,  you  use  the  full  name,  including  any  titles 

Mr   Rots  V    Kundlnger.  Sr 

2.  At  the  salutation,  you  use  an  abbreviated  form 


Omar  Mr   Kundlnger 

3     You  may  also  want  to  refer  to  the  person  by  first  name. 


i  m  sure  you  II  agree,  Ross,  that  reading  a 

Example  3  would  suffer  if  you  included  a  middle  tnilia!  in  the  same  field  with  the  first 
name  Example  2  would  look  awkward  if  you  included  the  word  Sr  m  the  same  field 
with  the  last  name  This  means  that,  if  you  think  you  may  use  all  three  styles,  you 
should  include  five  separate  fields  in  each  record  of  your  list  document.  For 
example: 


•  title -Mr 

<  first  Rosa 
«  middle  •  V 

•  last  Kundinger 
-  suffix  >.  Sr 


In  the  fields  ■:  middle  •  and  .  suffix  >  .  note  that  spaces  and  a  comma  are  part  of 
the  field's  value  They  are  included  here  instead  of  in  the  form  document  In 
records  where  the  .  middle  •  and  ■  suffix  .  fields  are  empty  or  missing,  you  don  t 
want  List  Process;ng  to  insert  these  spaces  and  comma. 


If  your  list  includes  a  married  woman  as  Mrs   Ross  Kundinger.  for  example,  make 
sure  you  don't  run  the  list  through  a  form  that  refers  to  people  by  first  names  alone. 


Dear  Mrs    Kundinger: 


I  m  sure  you  M  agree.  Ross,  that  reading  a 
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You  can  solve  this  problem  by  including  in  all  records  two  first  name  fields  one  for 
formal  address  and  one  tor  familiar  address    Then  a  record  looks  like  this 


•  tillt   Mrs 

•  formal  Ross  V 

•  familiar   Ruth 

^  last  'Kun<liny«r 
.  auffii  -Sr 

c.  > 


This  also  lets  you  use  a  mcKname  in  the  field  •  familiar 


OTHtH  FACTS    There  is  nothing  special  about  a  list  document,  it  is  an  ordinary  DECtype  document 
ABOUT  LIST    You  create  and  edit  it  m  the  same  way  as  you  would  any  other  document 
DOCUfVtENTS 


The  only  time  it  is  important  for  a  list  document  to  obey  the  rules  m  this  chapter  is 
when  you  invoke  List  Processing  and  tell  it  to  use  that  document  as  the  tist 
document 


Since  it  IS  an  ordinary  DECtype  document,  you  may  want  to  pnnt  it  You  can  include 
rulers,  print  ccntrol  commands  and  invisible  cfuiracters  in  the  document  They  all 
work  in  the  usual  way  You  can  adjust  the  Print  Menu  settings  to  control  the  printing 
of  the  list  document. 


When  you're  using  the  document  for  List  Processing,  however,  the  rulers  and  print 
control  commands  m  the  list  document  are  ignored  The  form  document  dictates 
the  shape  of  the  text  List  Processing  produces 


A  FAB  character  tn  a  fietd  name  means  you  must  mcfude  the  same  TAB  character 
whenever  you  refer  to  ^hat  field  Otherwise.  List  Processing  won  t  know  what  field 
you're  referring  to 


An  invisible  character  m  a  field's  value  (except  RETURN)  makes  List  Processing 
insert  that  character  into  its  output  These  characters  combine  with  the  characters 
in  the  form  document  to  control  the  appearance  of  the  output  For  instance,  tab 
characters  m  the  form  document  and  lab  characters  m  fields  inserted  into  the  form 
both  take  effect  m  List  Processing  s  output 


LIST  DOCUMENTS    L(St  Processing  can  also  use  a  list  document  that  was  not  created  with  DECtype 
FROM  DATA    For  example,  your  company  may  have  a  customer  list  in  their  Accounts  Receivable 
PROCESSING    system    This  list  would  have  been  created  using  data  processing,  not  DECtype   If 
the  list  was  created  with  a  special  format,  you  can  use  it  as  a  list  document. 


If  you're  told  that  you  can  use  the  data  processing  list  with  List  Processing,  you  can 
use  It  in  the  same  way  as  you  use  a  DECtype  list  document  The  only  difference  is 
that  it  won  t  appear  in  your  index 
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THE  FORM    ^^«  ♦^^^'T"'  (iocurnent  is  the  pHQi  #  tixt  you  vvant  List  Processing  to  output 

DOCUMENT  '^'^^^'^^'y 


The  forrrs  document  contains  all  the  text  whic  h  will  not  change  from  copy  to  copy  Its 
rulers  determine  the  shape  ot  the  text  It  can  contain  invisible  <  haracters, 
highlighting,  and  print  control  coniniands  Ihese  will  all  go  into  list  Processing  s 
output 


Wherever  you  want  information  from  the  list  document  inserted  mto  the  text,  you 
type  the  •  tield  name  •  into  the  form  document 


h\me  is  an  exampte  of  a  form  document  which  could  be  used  with  the  first  list 
document  example  shown  above  The  field  names  .  gender  ;»,<  fir§l  * ,  <l|itt>« 
^  where  1  •  and  •  where2  •  show  the  places  where  information  from  the  list 
document  IS  to  be  inserted  For  each  person,  the  .  gender  .  and-  last  -  fields  will 
be  inserted  m  two  different  places 


80UTMP0RT  BOOK  8T0«E 

Qr««ntr»«  Shopping  M«M 

BMJford.  Mam  01730 


0«c*mb«r  25.  19tO 


<9«nd«r  >  •  first 
<  wh«r«  1  > 


(••t 


<g«nd«r .  <  latl^: 

All  of  u«  at  tt)«  Southport  Book  Stort  would  ilht  to  thank  you  for 
your  patronao*  In  Iht  paat  yaar  Wa  conaldar  you  o«>a  of  our 
vakiad  cuatomara  and  look  forward  to  many  yaart  of  supplying 
your  raad(r>g  naada. 

SlfKarafy  youra, 

Thomaa  f^landars 
Praaldant 

-NEW  PAGE- 


The  NFW  PAGE  mn^k  at  the  end  of  the  form  document  causes  DPCtype  to  pnnt 
each  letter  on  a  separate  page 


The  form  document  could  also  have  btanka  m  the  t)ody  of  the  tetter  Tor  example, 
you  could  refer  to  the  recipient  by  name  m  the  body  of  the  letter  by  using  field 
names  there  You  can  make  a  letter  as  customi/od  as  you  want,  as  long  as  you  put 
in  the  list  document  every  piece  of  information  you  ringht  want  to  insert  separately 
in  a  form  document 


For  instance,  if  the  list  document  had  a  separate 
form  document  that  looked  like  this 


street   .  field,  you  could  use  a 
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WHAT  LIST   List  Processing  repeatedly  outputs  whatever  text  is  in  the  form  document,  once  for 
PROCE:SSING   each  record  in  the  list  document.  But  before  outputtmg  the  text.  List  Processing 
DOES  WITH  changes  it  in  two  ways: 
A  FORM 

DOCUMENT 

1  If  List  Processing  finds  angle  brackets  in  the  form  document,  it  does  not  output 
them  or  any  text  inside  them.  Instead,  it  looks  in  the  current  record  in  the  list 
document  for  a  field  by  that  name.  If  it  finds  the  field  in  the  record,  It  outputs  the 
value  of  that  field.  If  the  field  is  missing  or  empty,  nothing  is  output. 

2  Instead  of  the  word  wrap  returns  in  the  form  document.  List  Processing  inserts 
its  own  after  adding  text  from  the  list  document,  so  that  the  output  takes  the 
shape  you  specified  in  the  form  document's  rulers 

EXAMPLE  Consider  the  diagram  on  the  next  page.  It  shows  a  record  f'om  a  list  document, 
then  a  form  document,  then  the  output  List  Processing  would  produce. 


List  documents  were  discussed  in  the  last  section.  Assume  that  there  are  other 
records  in  the  list  document  than  the  one  showr.  and  that  List  Processing  will 
produce  several  pages  like  the  one  shown,  one  aft     another. 


The  form  document  is  a  normal  DECtype  document.  :yped  in  the  usual  way.  Rulers 
are  used  to  set  the  margins  and  tab  stops,  although  they  are  not  shown  m  the 
diagram.  The  typist  pressed  Gold  CENTR  at  the  end  of  each  of  the  first  three  lines, 
and  pressed  RETURN  enough  times  to  space  down  to  the  date.  In  short,  this  letter 
was  typed  exactly  as  you  would  type  one  of  the  output  letters,  except  that  instead  of 
a  person's  name  and  address,  there  are  field  names  enclosed  in  <  angle 
brackets  >. 


The  form  documei.t  ended  with  a  NEW  PAGE  mark  to  ensure  that  List  Processing 
would  move  to  the  top  of  a  new  page  before  starting  to  output  the  next  copy. 


Finally,  the  diagram  shows  List  Processing's  output.  It  is  identical  to  the  form 
document,  except  that,  where  the  form  document  contained  a  <fie!d  name>  .  List 
Processing  has  retrieved  the  value  of  that  field  from  the  record  and  substituted  it  for 
the     field  name> . 


RUNNING    There  are  three  steps  to  using  List  Processing.  The  first  step  is  to  create  a 
LIST    document  to  serve  as  the  list  document.  The  second  is  to  create  a  document  to 
serve  as  the  form  document. 


PROCESS- 
ING 


The  third  step  is  to  "run  '  List  Processing  by  making  DECtype  produce  text  based 
on  those  two  documents. 
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riUO  IN  ^ItLO  VALUC  Of  LAST 

^LUO  IN  FICIO  VALUf  Of  PIMIT 

nuG  IN  'If  LO  VALUI  Of  UCNOCn 


'lUG  IN  PKlU  VAtuI  or  MH(MI 


<ftnd«r>Mr 
<firf>Ar*nijr 

<  Its*.  >Ml*  chtU 

<  «h«rt  1  >  UC    M«Borlil     Drive 
Mhrtre  .'  >  Casbr  idg«  ,    Mast         02  MO 


RECORD 


iz 


SOUTHPORT  BOOK  STORE 
Zrttn'rt9    Shopping  Mali 
baifori  ,  Mass    0 1 7  30 


■:  g  e  n  .1  e  r  >  I  V  f  ; 
<  w  h  e  r  e  '  •  j 
<where2>i 


OfUBtiT    2^  ,     1975 


Dear     'gen.ler 


■  s  *  ^  !  <■  i  a  s  ♦  > 


las* 


A»;  -if  us  A'     'rw  Scu'npor'  Book  .;''.r««  w  /  a  I J  liK*  to 
'hank  you  for  your  pa'ronag«"  in  'he  pas'  y^r  Uf    i-onstdi-r 

you  one  of  our  valued  :us'oiD»rs  and  lnun.     r  or  ward  '  i-  many 
ypHTS  of  supplying  your  reading  r)«»»»li 

■Sincerely  yours. 

Thomas  Flanders 
President 


FORM 


LIST  PROCESSING  PACKAGE 


il 


mOUTHPORT    book     iTORE 

Green"  r*i»    3h.>pping    Mali 

Bedfor-i.    Mass.       OWjO 


0<"'*'«b«'r    ?5  ,     1976 


Mr       A  ■- '  h  u r    M  I "  c h e  1  1 
't  "  '     M  p  ffl  ■  I  r  1  ;i  1      [)  r  1  V  c 
.jinr-'-  ;  Ig"  ,     Mass  02  IMO 

Dpar    Mr       Mi'  chei  1  :        "' 

All    of    us    a'     "he    iou'hpor*.    Book    S'ore    would    llUe    ♦o 
'h^nk     yui    for    yaur    pa'.ronaf*     m    'he    ppts'     year         We    consider 
y>u    one    nf    ;)ur    valueO    cus'oaers    and     look     forward    'u    many 
ypars    of    supplying    your    realmg    needs 


Sincerely    yours, 

Th'.ira^s    K  I  and  p  r  1 
P  r  »  T  I  1  »■  r, ' 


OUTPUT 
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After  typing  the  list  document  and  the  form  document,  run  List  Processing  using 
the  LP  option  from  the  Mam  Menu.  To  begin,  type  LP  and  then  press  RETURN  You 
will  see  the  following  prompt  on  your  screen: 

Enter  the  document  name  of  the  List  Document,  then  press  RETURN. 
Or  press  Gold  MENU  to  recall  the  Main  Menu. 

Type  the  name  of  your  list  document  and  press  RETURN  If  the  document  name 
you  type  doesn't  exist.  DECtype  will  sound  a  tone  and  ask  you  to  try  another  name 


Next,  you  will  see  the  following  prompt: 

Enter  the  document  name  of  the  Form  Document,  then  press  RETURN 
Or  press  Gold  MENU  to  recall  the  Main  Menu. 

Type  the  name  of  your  form  document  and  press  RETURN  If  that  document  name 
doesn't  exist,  DECtype  will  sound  a  tone  and  ask  you  to  try  again  Type  the  coTect 
name  and  press  RETURN.  You  will  see  the  final  prompt: 

Enter  the  document  name  followed  by  a  space  then  the  document  description 
of  the  Output  Document,  then  press  RETURN. 

Or  press  Gold  MENU  to  recall  the  Main  Menu. 

You  do  not  create  the  output  document  in  the  usual  way  Instead,  DECtype  creates 
it  for  you.  Type  the  name  you  want  to  give  to  the  output  document  If  there  is 
already  a  document  by  that  name  in  your  index.  DECtype  will  display  a  message 
asking  if  you  want  to  overwrite  the  existing  document  You  may  also  type  a 
document  description  for  your  output  document.  Press  RETURN. 


LIST  Once  you  have  answered  all  of  these  questions.  List  Processing  displays  the  Start 
PROCFSSING  Menu.  This  menu  shows  a  summary  of  the  decisions  you  have  made  and  gives  you 
START  MENU  three  final  options 


List  document:  LIST 

Form  document:  FORM 

Output  document:  LETTER  (LETTERS  TO  CUSTOMERS) 

FR   =      Start  from  this  record  (FR     1) 

TO    =     Up  to  this  record  (TO  9999) 

GO    =     Process  the  list 

Type  the  letters,  then  press  RETURN. 

Or  press  Gold  MENU  to  recall  the  Main  Menu. 


FR  AND  TO  The  FR(om)  and  TO  options  are  comparable  to  the  FR  and  TO  options  on  Print 
Menus.  You  use  them  on  Print  Menus  to  restrict  a  print  operation  to  certain  pages 
of  a  document:  you  use  them  here  to  restrict  the  List  Processing  operation  to 
certain  records  of  the  list  document.  For  instance,  if  you  set  FR  15  and  TO  2?.  List 
Processing  will  process  only  the  15th  through  22nd  records  of  the  list  document. 
For  List  Processing  to  process  a  record,  it  must  be  in  this  range. 
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To  change  either  setting,  type  the  two-letter  code  (FR  or  TO),  press  the  space  bar, 
type  the  new  value  of  that  setting,  and  then  press  RETURN  The  Start  Menu  now 
shows  the  new  value  of  that  setting. 


Like  the  Print  Menu,  whenever  you  use  the  List  Processing  Start  Menu,  the  FR  and 
TO  settings  are  reset  to: 

FR     1 
TO  9999 

TO  9999  tells  List  Processing  to  continue  to  the  end  of  the  list  document   A  list 
document  can  never  contain  more  than  9999  records. 


FR  and  TO  cannot  be  set  greater  than  9999. 


GO   The  GO  option  makes  the  List  Processing  operation  begin    Type  GO  and  then 
press  RETURN  when  you  are  satisfied  with  the  FR  and  TO  settings. 


OPERATION  You  now  see  the  output  scroll  up  your  screen  as  it  is  produced  Whenevei  List 
Processing  goes  to  a  new  record  from  the  list  document,  it  displays  a  message  at 
the  top  of  the  screen  like  this 


Record  being  processed:  1 
When  the  operation  is  finished,  you  see  a  display  like  this: 


5  records  processed 

Press  RETURN  to  recall  the  Main  Menu 

The  number  on  the  first  line  is  the  number  of  records  List  Processing  merged  with 
the  form  and  placed  in  the  output  document. 


When  you  press  RETURN,  you  can  use  your  terminal  for  normal  operations  once 
again. 


THE  ^°°^  3^  y°'^'"  '^dex.  You  should  see  the  name  of  the  output  document  You  can  now 
OUTPUT  ^^^  ^^®  output  document  |ust  as  you  would  any  other  document.  You  can  print  it 


DOCUMENT 


now  or  save  it  for  future  use. 


EXAMINE  THE   When  you  print  the  output  document,  look  tor  errors  m  the  printout   Spelling  errors 
OUTPUT    in  the  printout  are  caused  by  spelling  errors  m  one  of  your  documents  If  the  error  is 
in  the  common  (repeated)  part  of  the  printout,  correct  the  form  document  If  an  error 
appears  in  only  one  copy,  correct  that  record  m  the  list  document. 


If  the  printout  is  missing  some  text  you  expected  it  to  have,  you  may  have 
misspelled  a  field  name  m  the  list  or  form  document  This  would  make  List 
Processing  look  for  a  field  that  doesn't  exist  Edit  either  the  list  document  or  the 
form  document  to  make  the  field  names  consistent. 
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If  a  field  IS  missing  from  the  output  document,  and  the  field  name  contains  spaces, 
check  to  see  if  the  field  name  crossed  the  right  margin  and  was  word  wrapped 
DECtype  will  not  recognize  a  field  name  divided  by  a  word  wrap  return 

When  you're  producing  tables,  text  inserted  from  the  list  document  may  run  past  a 
tab  stop  and  throw  the  other  columns  of  the  table  out  of  line  Fix  this  problem  by 
shortening  the  long  field  in  the  list  document,  or  by  editing  tfu?  form  document  and 
changing  the  rulers  to  allow  the  longer  field 

STOPPING   ^'^  stop  a  List  Processing  operation,  press  Gold  HALT    There  may  be  a  delay  before 
LIST   M'^^cessing  actually  stops  You  will  then  see  the  number  of  records  processed  You 
PROCESS-  ^^^^  "^^  return  to  the  Mam  Menu  by  pressing  RETURN. 

ING 

You  cannot  finish  the  operation  you  stopped,  but  you  can  start  again  from  the 
beginning,  or  you  can  run  List  Processing  again  with  the  same  documents  and  set 
FR  to  start  this  operation  where  you  slopped  the  previous  time, 

REUSING  List  Pro':essing  can  save  especially  large  amounts  of  your  time  because  you  can 
DOCU-  ''etJse  the  documents  you  input  to  It 


MENTS 


You  can  reuse  a  form  document  Suppose  that  after  sending  customized  letters  to 
five  people,  you  think  ot  throe  more  people  who  should  get  the  letter  Simply  type  a 
new  list  document  with  their  names  and  addresses  Now  run  List  Processing  again, 
using  the  same  form  document  but  using  this  new  list  document  Once  you've 
created  a  form  document,  you  can  reuse  it  as  often  as  necessary 


You  could  use  the  same  form  document  to  produce  a  series  of  monthly  reports  A 
different  list  document  every  month  would  contain  the  figures  and  dates  for  that 
month,  but  the  genera!  appearance  of  the  report  (the  form  document)  would  not 
change  from  month  to  month 


You  can  reuse  a  fist  document  To  mail  letters  to  your  customers,  you  had  to  type  a 
list  document  with  their  names  and  addresses  This  customer  mailing  list  is  now  m 
a  document  You  can  edit  this  document  as  addresses  change  and  as  you  add  new 
customers   Then  you  can  use  the  document  to  do  new  mailings 


You  can  reuse  both  documents  With  very  little  effort,  you  can  make  List  Processing 
repeat  an  operation  It  you  decide  to  change  a  form  after  List  Processing  has 
printed  the  letters,  just  edit  the  form  document  and  tell  L;st  Processing  to  do 
everything  again  You  can  use  the  same  form  document  and  list  document  to  print 
mailing  labels  or  customer  statements  every  month  In  the  example  given  earlier. 
Soufhport  Book  Store  could  produce  Christmas  greeting  letters  again  next  year 
They  would  )ust  edit  the  form  document  to  change  the  date  and  edit  the  list 
document  to  make  sure  it  is  current. 
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PRODUCING   "  your  form  documoni  was  short  am]  did  not  end  with  a  NtW  PACit  nidfK    List 
TABLES   P'^o<^t^ssmg  could  tit  several  copies  of  the  form  on  the  sarTie  piece  of  paper 
Information  from  several  records  would  appear  on  the  same  page 


There  are  times  when  you  want  List  Processmg  to  do  this  Suppose  you've  done  a 
Christmas  mailing,  using  the  customer  mailing  list  as  the  list  document  You  could 
take  this  same  list  document  and  produce  a  directory  of  customers  When  you 
produced  greeting  letters  /ou  made  copies  of  a  page  of  text  Now  you  want  to 
make  copies  of  a  line  oi  text  for  each  customer  Your  form  dcK:ument  might  look  like 
this 


first 


<wh«f«1  ^.  .   whcrt?    » 


Each  record  in  the  list  document  makes  List  Processing  t  opy  this  text  once    The 
name  is  at  the  left,  the  address  is  at  the  right  Many  customers  will  fit  on  one  page 

You  can  produce  such  things  as  a  telephone  directory  for  n  small  company  or  a  list 
of  purchase  orders  you  ve  typed 


EXERCISE:  '^  y^u  want  to  get  more  familiar  with  List  Processing  before  typmg  m  your  own  list 
CREATE  ^"^   '^'^^     ^^^^^   '^®  documents   given   m   the   foilowttuj   example   and   run   List 
FORM  ^'^^'^^ssing  on  them 

LETTERS 

In  this  example,  the  form  document  is  a  form  letter  to  l^e  sent  to  members  of  a 
tx.iwling  league  The  list  document  is  a  list  of  five  members  of  the  league  List 
Processing  will  make  five  copies  of  the  letter. 


Create  a  document  called  "List*"  and  type  this  into  it: 


first    Gift 

•  last-ScuHock 

<addrt    1205  Mam  Street 
-  addr?    Mithlond    Ml  483M 
avg    151 

•  ttim  '3 
<  > 


firit   Ross 

last  •  Huf'dinqer 

addri    420  5i«  Mil©  Road 

addf2   Mithlond    Ml  48351 

avg  -137 

team    3 

<  >  ^ 

■  first   Leo 
last   Avesfodo 
addri    Thornappte  River  Or 
addf?   S    Mithlond    Ml  48359 
avg      98 
tearri  -3 

<  > 
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<f  irtt  >HBrman 
<:la8t>Munst0r 
<addr1>40  Ditty  Lane 
<addr2>Mithlond.  Ml  48351 

<  avg  >1 1 0 

<  taam>4 

<  > 

<  flr8t>Cy 

<  la8t>Draconis 
<addr1>  Sagebrush  Court 

<  addr2^  Mithlond,  Ml  48351 
<avg>104 

<team>3 
<> 


Create  a  document  called  "Form"  and  type  (his  into  it: 


MITHLOND  BOWLING  LEAGUE 
1140  Main  Street 


<flrst>  <la8t> 

<add''1> 

<addr2> 


Dear  <fir8t>: 

Welcome  to  the  league  for  the  1981  season!  We  have  assigned  you 
to  team  <team>. 

Our  records  show  thak  your  bowling  average  is  <avg>.  Please  let 
me  know  if  this  is  in  error. 

We  re  looking  forward  to  seeing  you  at  the  Mithlond  Lanes  on 
Tueadays! 

Sincerely 


-NEW  page- 


Now  run  List  Processing  by  following  the  same  steps  listed  earlier  in  this  chapter. 
The  first  page  of  the  output  document  should  look  like  this: 


MITHLOND  BOWLING  LEAGUE 
1140  Main  Street 


GiffScullock 
1205  Main  Street 
Mithlond.  Ml  48351 

Dear  Giff : 

Welbome  to  the  league  for  the  1981  season!  We  have  assigned  you 
to  team  3. 

Our  records  show  that  your  bowling  average  is  151.  Please  let  me 
know  if  this  is  in  error. 

We're  looking  forward  to  seeing  you  at  the  Mithlond  Lanes  on 
Tuesdays! 

Sincerely 


Each  of  the  next  four  letters  should  be  addressed  to  a  different  person.  If  there  is  an 
error,  refer  back  to  the  section  of  this  lesson  titled  "Examine  the  Output." 
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This  lesson  discusses  hyphenation,  composite  characters,  wide  rulers,  advanced 
searches,  subscnpting  and  superscnpting. 


HYPHEN-  "'"^^  character  "-"  is  a  hyphen.  A  word  containing  a  hyphen  is  called  a  hyphenated 
ATION  ^^''^  '^^  ^yP®  ^  hyphen,  you  usually  just  press  the  "-"  key.  which  is  just  to  the  right 
of  the  zero  key. 


WHY  HYPHENS   As  DECtype  wraps  your  text  into  lines,  it  sometimes  moves  a  long  word  to  the  next 
ARE  USED    line,  leaving  too  much  blank  space  at  the  end  of  the  previous  line.  Other  lines  may 
go  all  the  way  to  the  margin.  Your  text  might  look  like  this: 


L R 

A  word  which  contains  a 
hyphen  Is  called  a 
hyphenated  word. 
Hyphenation  can  make  your 
text  more  readable. 


This  looks  poor  because  the  lengths  of  the  lines  are  too  different.  The  right  margin 
IS  too  ragged.  You  could  put  a  J  in  the  ruler  to  make  DECtype  justify  the  lines— add 
spaces  between  words  so  they  all  end  in  the  sanje  place.  But  DECtype  would  have 
to  add  so  much  space  to  the  short  lines  that  they  would  still  look  odd. 


Using  hyphens  makes  the  text  less  ragged.  Hyphens  move  part  of  the  long  words 
up  to  the  previous  line: 


L R 

A  word  which  contains  a 
hyphen  is  called  a  hy- 
phenated word.  Hyphena- 
tion can  make  your  text 
more  readable. 


DECtype  uses  three  kinds  of  hyphens;  nonbreaking,  breaking,  and  invisible.  When 
a  hyphenated  word  goes  past  the  right  margin,  the  action  DECtype  takes  depends 
on  the  type  of  hyphen  you  used. 


To  learn  about  each  kind  of  hyphen,  practice  typing  them  by  doing  these  things: 
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1  Create  a  document  called  HYPHEN. 

2  Press  Gold  RULER  to  display  the  ruler.  ADVANCE  the  cursor  to  column  20  and 
type  R  to  move  the  right  margin  there.  Press  RETURN  to  embed  this  new  ruler 
in  the  document. 


NONBREAKING  When  you  type  a  word  that  goes  past  the  right  margin.  DECtype  moves  it  to  the  next 
HYPHENS  line.  What  if  the  word  was  hyphenated?  That  depends  on  what  kind  of  hyphen  you 
use. 


3     Type  the  following  line: 


My  phone  is  999-9999. 

The  phone  number  you  typed  went  past  the  right  margin  in  column  20,  so  DECtype 
moved  the  phone  num.ber  to  a  new  line.  DECtypo  moved  the  whole  number,  not  just 
'9999.  • 


When  you  type  a  hyphen  by  just  pressing  the  "-"  key,  DECtype  never  breaks  the 
word  there,  even  if  only  half  the  word  stuck  out  too  far.  The  word  either  stays  on  the 
first  line  or  moves  to  the  next  line.  This  hyphen  is  called  a  nonbreaking  hyphen 


Use  nonbreaking  hyphens  for  telephone  numbers,  part  numbers,  and  other 
technical  information  where  you  want  to  always  see  the  whole  word  on  the  same 
line.  (It  doesn't  hurt  to  use  nonbreaking  hyphens  all  the  time.  But  the  other  kinds  of 
hyphens  help  you  make  your  text  less  ragged.) 


BREAKING  4     Press  RETURN  twice.  Type  the  following  line.  But  press  the  Gold  key  before 
HYPHENS  you  type  the  hyphen.  That  is.  type  the  hyphen  by  pressing  Gold  PRINT  HYPH. 

We  did  some  cross-country  skiing. 

This  sentence  was  too  long  to  fit  on  one  line.  But  when  you  went  past  the  right 
margin.  DECtype  didn't  move  the  whole  word  "cross-country";  it  moved  only  the 
second  half  of  that  word.  Typing  the  hyphen  by  pressing  Gold  PRINT  HYPH  told 
DECtype  that  it  could  break  the  word  at  the  hyphen  if  necessary.  This  hyphen  is  a 
breaking  hyphen . 


If  you  used  a  normal,  nonbreaking  hyphen,  DECtype  would  have  moved  the  whole 
word  to  the  next  line.  This  would  have  left  more  blank  space  at  the  end  of  the  first 
line. 


It  looks  better  to  use  breaking  hyphens  for  hyphenated  words,  to  let  DECtype  move 
just  part  of  the  word  if  possible. 
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INVISIBLE  If  you  think  a  long  word  will  cross  the  right  riiargm,  but  you  don't  want  a  hyphen  to 
HYPHENS  appear  if  you  change  the  text  and  it  doesn't  cross  the  margin,  you  can  use  an 
invisible  hyphen. 


SHIM    I 


HVPH 


1  Press  RETURN  twice.  Then  type  "I'd  rather  be  sa.I". 

2  Press  Gold  PRINT  HYPH  but  hold  down  the  SHIFT  key  when  you  press  PRINT 
HYPH  You've  just  inserted  an  invisible  hyphen  in  the  documeni 

3  Look  at  the  screen  and  type  "ing,"  to  finish  the  word  When  the  word  goes  past 
the  right  margin,  DECtype  breaks  the  word  where  you  put  the  hyphen  and 
moves  the  second  halt  of  the  word  to  a  new  line  Now  you  see  the  invisible 
hyphen. 

4  Back  up  to  the  word  "rather."  Insert  the  word  "much"  Now  advance  through 
the  sentence  Notice  that  you  can't  see  the  invisible  hyphen  anymore 

5  Back  up  once  again,  and  delete  the  word  "much"  Advance  through  the 
sentence,  the  word  breaks  and  the  hyphen  becomes  visible. 


If  you  use  invisible  hyphens  to  divide  the  syllables  of  a  word.  DECtype  will  break  the 
word  at  any  of  those  points.  The  only  time  you  see  an  invisible  hyphen  is  if  DECtype 
in  fact  breaks  the  word  there. 


HYPHEN  PUSH  Another  way  to  create  an  invisible  hyphen  is  to  use  the  HYPH  PUSH/PULL  key, 
AND  PULL   located  on  the  upper  right-hand  side  of  the  mam  keyboard.  In  the  last  exercise  you 
knew  that  the  word    "sailing"  would  cross  the  right  margin,  so  you  inserted  an 
invisible  hyphen  What  if  you  didn't  realize  that  it  would  cross  the  right  margin'?. 


1.    Press  RETURN  several  times  to  separate  the  examples. 

2  Once  again  type  "Id  rather  be  sailing"  this  time  without  a  hyphen.  The  word 
"sailing"  will  wrap  to  the  next  line,  leaving  too  much  blank  space  on  the  first 
line. 


Id  rather  be 
sailing. 

pusK^  1  ^  Mf^ve  the  cursor  to  the  beginning  of  the  second  line,  under  the  letter  "s  "  Press 
the  HYPH  PUSH  key  The  letter  "s  '  moves  to  the  previous  line  and  a  hyphen 
appears 


Id  rather  be  s- 
ailing 

4.    Continue  pressing  the  HYPH  PUSH  key    When  you  have  moved  too  many 
letters  back  to  the  first  line,  the  tone  will  sound. 

Id  rather  be  sailin- 
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To  divide  the  word  properly,  you  should  hyphenate  it  between  the  "!'  and  the 
"i"  You  want  to  pull  the  "in  '  back  to  the  second  line  To  do  this,  press  Gold 
HYPH  PULL  (the  Gold  function  of  the  Hyph  Push  key)  The  last  letter  of  the 
word  Will  return  to  the  second  line  Push  Gold  HYPH  PULL  again  to  move  both 
letters 


I'd  rather  be  sail- 
ing. 

The  hyphen  inserted  by  the  HYPH  PUSH  key  is  an  invisible  hyphen,  and  follows  al 
of  the  rules  for  viewing  invisible  hyphens. 


DECtype  Suppose  you  add  or  remove  text  so  that  the  hyphenated  word  no  longer  passes  the 
REMEMBERS  right  margin  Then  the  breaking  and  nonbreaking  hyphens  will  look  the  same,  and 
the  invisible  hyphens  will  become  invisible  But  they're  still  there,  and  DECtype 
knows  what  kind  of  hyphen  is  m  each  place  If  you  change  the  document  again  so 
that  part  of  a  hyphenated  word  passes  the  right  margin,  the  hyphens  will  once 
again  work  differently. 


VIEWING   You  can  always  tell  where  the  hyphens  are  in  your  document  and  what  kind  they 
HYPHENS   are 


Press  Gold  VIEW    Look  at  the  points  in  your  document  where  you  typed  the 
different  kinds  of  hyphens. 


999-9999 


cross]  country 


sai 


D'rig 


sailB 
ing 


If  the  hyphen  is  not  highlighted,  it's  a  normal,  nonbreaking 
hyphen 

If  the  hyphen  appears  in  reverse  video  (black  letters  on  a 
white  background  or  vice  versa)  it's  a  breaking  hyphen  or  an 
invisible  hyphen  in  a  word  that  crossed  the  right  margin. 

If  a  character  appears  in  reverse  video  it  is  followed  by  an 
invisible  hyphen. 

It  will  become  visible  only  if  DECtype  wraps  part  of  the  word  to 
the  next  line 


REMOVING   To  remove  breaking  hyphens,  nonbreaking  hyphens,  or  invisible  hyphens  which 
HYPHENS   have  crossed  the  right  margin  (making  them  visible),  you  can  use  either  the  DEL 
CHAR  or  the  RUB  CHAR  key 

To  remove  an  invisible  hyphen  that  is  not  on  the  right  margin,  first  press  Gold 
VIEW.  The  character  containing  the  invisible  hyphen  will  be  highlighted  in  reverse 
video  The  hyphen  is  actually  "between"  the  highlighted  character  and  the 
character  following  it  Move  the  cursor  to  the  highlighted  character,  press 
ADVANCE  once,  and  press  DEL  CHAR, 
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DASHES  Some  situations  call  tor  dashes  instead  ot  hyphens  You  type  a  dash  as  two 
consecutive  hyphens  If  you  use  normal,  nonbreaking  hyphens,  your  ngrit  nuryin 
can  get  very  ragged. 


L R 

Typing  normal 
hyph«nt-that  it, 
nonbrtaklng  hyphans  -it 
'ihm  «ati««l  to  do 


DECtype  is  not  allowed  to  spiit  any  part  ot     hypliens -that'    or 
between  lines 


hyphens--is' 


Some  people  type  a  space  before  and  after  the  d.ish  to  put  more  break  points  m  the 
line  of  text. 


Typing  normal  hyphens  -- 
that  IS    'lonbraaking 
hyphens     is  the  easiest  (o 
do 


If  you  don't  want  a  space  before  and  after  the  dash,  simply  make  the  second 
hyphen  in  the  dash  a  breaking  hyphen  Form  the  dash  by  typing  a  hyphen  and  then 
pressing  Gold  PRINT  HYPH 


Typing  normal  hyphens  ■ 
that  )s    nonbreaking 
hyphens-  IS  the  easiest 
to  do 


USING  You  don  t  use  all  the  hyphens  all  the  time   If  would  slow  things  down  if  you  had  to 
HYPHENS   oress  Gold  PRINT  HYPH  once  m  every  hyphenated  word    It  would  almost  bring 
things  to  a  stop  if  you  had  to  press  Gold  SHIFT  PRINT  HYPH  for  every  syllable  of 
every  word 

Instead,  you  usually  use  the  fancier  hyphens  only  when  you  need  therTi  to  keep  the 
text  from  gettmg  too  ragged 


There  is  an  exception  to  this  rule  Library  text  (see  Lesson  1  1)  and  List  Processing 
text  (see  Lesson  9)  can  be  used  over  and  over  again  Whefi  they  are  used,  the  text 
may  fall  anywhere  on  a  line  In  these  «^i''  ations.  its  a  good  idea  to  put  breaking  and 
invisible  hyphens  wherever  you  mior,:  need  them  This  gives  DECtype  the  most 
flexibility  to  shuffle  text  between  linor  md  keep  the  right  margin  smootfi 
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CREATING  On    a   typewntor.    you   can   create   ch.uactvfs   tfiat   aren  I   on   tru»   Keyboard   by 

CHAR-  overstnkinq    For  instance,  say  you  wafit  to  type  a  cent  sign  (c  )    You  type     c    . 

ACTERS  ^^^^P»J^*-'.  ^^of""  ^yp<*  "i ' 
BY  OVER- 


STRIKING 


With  DFCtype,  you  can  perform  ovefstriKmy.  but  not  in  the  same  way  Yuu  mark  the 
places  in  your  document  where  yuu  want  ovorstnkiny  DtCtype  performs  the 
overstriking  every  time  it  prints  your  documefil 


SorTie  line  printers  are  not  capable  of  overstriking  Ask  your  DECtypt*  Manager  if 
you  will  be  using  a  printer  with  this  capability  If  not.  you  can  skip  the  rest  of  this 
section 


NfW  TERMS  A  character,  such  as  C  which  you  form  by  cortibminq  two  or  more  DECtype 
characters  is  called  a  composjte  ch.udctvr  Whenever  you  ty()e  a  visible  character, 
DECtype  moves  the  cursor  to  the  rigfit  Whenevnr  Dl Xtype  prints  a  visible 
character,  it  fTioves  the  print  wheel  to  the  right  To  produce  a  composite  character, 
you  remove  this  rightward  movement  from  certain  visible  rharacters  Those 
characters  become  dead  characters 


You  can  produce  dead  characters  by  pressing  Gold  DEAD  KEY  the  Gold  function 
of  the  D  key 


Practice  making  composite  characters  by  doing  the  following  things 


1      Create  a  document  called  OVERST 


2      Type  this  text,  exactly  the  way  you  see  it  here: 


O 


Apples.  59  c    p«r  pound 

Instead  of  a  cent  sign,  you  have  typed    c/". 

3  BACK  UP  the  cursor  so  it  is  under  the  "/"  Now  press  Gold  DEAD  KEY  to 
combine  the  character  at  the  cursor  position  (/)  with  the  character  before  the 
cursor  position  (c)   Together  they  produce  a  cent  sign 


You  can't  see  composite  characters  on  the  screen  DECtype  uses  a  special  symbol 
(  |{Mj  ")  to  show  you  where  the  composite  characters  m  your  document  are  Even  m 
view  mode,  you  don't  see  the  individual  characters 


4     File  and  print  the  document  OVERST  Examine  the  printed  copy  to  see  the  cent 
sign 
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COMBINING  Yju  can  combine  many  characters  into  a  composite  character.  Add  characters  to 
MORE  THAN  TWO   your  composite  character  by  following  steps  5  through  9. 
CHARACTERS 


5  Edit  the  document  OVERST  again. 

6  Move  the  cursor  past  the  special  symbol  that  shows  you  where  the  DEAD 
character  is.  Type  "h".  Back  the  cursor  up  over  the  H  and  press  Gold  DEAD 
KEY.  The  H  seems  to  have  disappeared.  Actually,  it  is  inside  the  composite 
character.  Although  the  dead  character  looks  the  same  on  the  screen,  it  now 
combines  c,  /.  and  H. 

7.  Type  ^i. .  press  BACK  UP.  and  then  press  Gold  DEAD  KEY  again.  You  have 
included  a  fourth  character  in  the  composite  character. 


TYPING  FOREIGN  LETTERS 

Several  foreign  languages  use  the  same  alphabet  as  English,  but  add 
marks  above  or  below  some  letters.  These  are  called  diacritical  marks. 
Sometimes  they  help  show  how  to  pronounce  a  word. 

On  English  DECtype  units,  you  can  use  dead  keys  to  produce  diacritical 
marks. 


Name 

Language 

Example 

How  to  produce  it 

Acute 
accent 

French 
or  Spanish 

fianc^ 

Combine  the  letter 
and  '  (apostrophe) 

Cedilla 

French 

fayon 

Combine  c  and  , 
(comma) 

Circum- 
flex 

French 

cote 

Combine  the  letter 
and  ^  (SHIFT  6) 

Grave 

French 

Sevres 

Combine  the  letter 
and     (the  key  with 
HALT  on  the  front) 

Tilde 

Spanish 

ma?fana 

Combine  n  and  ^  (the 
key  with  HALT  on  the 
front,  shifted) 

Umlaut 

German 

Lowenbrau 

Combine  the  letter 
and  "  (quote  mark) 

For  additional  practice,  edit  the  document  OVERST  and  type  the 
examples  shown  above.  Type  each  word  on  a  separate  line.  Combine 
the  characters  shown  with  Gold  DEAD  KEY  in  order  to  produce  the 
composite  characters.  File  and  print  the  document  to  see  the  results. 
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REMOVING  8 
OVERSTRIKING 


Press  BACK  UP  so  the  cursor  is  over  the  dead  character  Press  Gold  DEAD 
KEY.  This  makes  the  dead  character  break  up  into  its  component  characters  If 
you  want  them  to  be  a  composite  character  again,  you  have  to  combine  them 
again. 

Move  the  cursor  over  the  '/"  and  press  Gold  DEAD  key  Then  press  DEL 
CHAR  twice  to  remove  the  H  and  (ii. 


TYPING 
WIDE 
DOCU- 
MENTS 


You  can  use  DECtype  to  type  charts,  tables,  and  reports  that  are  up  to  132  columns 
wide.  The  way  DECtype  has  displayed  documents  so  far,  your  Imer^  have  been 
limited  to  80  characters  in  width.  But  DECtype  has  other  ways  of  displaying 
documents.  When  you  edit  a  document.  DECtype  displays  it  in  the  usual  way  as 
long  as  possible.  When  you  reach  a  part  of  the  document  that's  too  wide  to  be 
shown  in  the  usual  way.  DECtype  changes  the  screen  and  uses  another  method. 
The  screen  goes  back  to  normal  when  you  file  the  document. 


The  length  of  every  line  is  limited  by  the  ruler  So  in  order  to  have  lines  more  than 
80  columns  long,  you'll  need  a  ruler  where  the  right  margin  is  set  past  column  80 
This  kind  of  ruler  is  called  a  w/c/e  ruler.  A  document  containing  any  wide  rulers  is 
called  a  wide  document. 


1  Create  a  document  called  WIDE. 

2  Press  Gold  RULER  to  display  the  ruler. 

3  Press  LINE.  The  cursor  advances  all  the  way  to  the  end  of  the  ruler  (column 
80). 

4  Press  ADVANCE  This  switches  to  a  special  display  mode  and  puts  the  cursor 
in  column  81. 


HORIZONTAL  The  screen  blinks  for  a  moment,  and  all  the  characters  get  narrower.  Now  there  is 
SHIFT   room  for  132  characters  on  the  screen.  The  ruler  now  goes  out  to  column  132. 


5  Press  LINE  again. 

6  Type  R  to  put  the  right  margin  in  column  132   Press  RETURN  to  embed  this 
wide  ruler  in  your  document. 


You  can  now  type  the  wide  text.  The  horizontal  shift  will  remain  on  your  screen  as 
long  as  you  are  working  with  the  wide  document.  If  you  change  the  right  margin 
back  to  a  normal  ruler,  your  screen  will  still  display  the  horizontal  shift.  To  return  the 
screen  to  normal  you  must  change  the  ruler  back  to  one  of  80  characters  or  less. 
advance  or  enter  text  until  the  wide  text  is  no  longer  on  the  screen,  press  Gold 
MENU  to  view  the  Editor  Menu  and  then  return  to  your  document.  Filing  the 
document  will  also  return  the  screen  to  normal. 
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Experiment  with  wide  rulers  until  you're  comfortable  with  them,  then  file 
document.  The  screen  goes  back  to  normal. 


the 


Before  printing  a  wide  document,  make  sure  the  paper  in  the  printer  is  wide  enough 
to  handle  the  text  You  can  damage  the  printer  by  making  it  print  beyond  the  paper 

MORE  ^^^  s^^  '"  L.©sson  3  how  to  use  Gold  SRCH  and  Gold  CONT  SRCH  to  make 

POWERFUL  '^^^^yP®  ^^^^  3  phrase  in  a  document  and  move  the  cursor  there.  What  if  you  want 

ec  A  Rpupc  ^°  replace  that  phrase  with  another  phrase?  There  is  an  easy  way  to  do  this,  and  to 

^  repeat  the  process  through  the  end  of  the  document. 


TYPING  TEXT   1      Create  a  document  called  SEARCH 

INTO  THE 
PASTE  AREA  2     Press  SEL.  DECtype  puts  an  invisible  select  mark  at  the  start  of  the  document 

3  Type  the  sentence.  "All  procedures  shall  remain  in  effect  unless  hereby 
revoked."  Then  type  two  spaces. 

4  Press  CUT. 


The  text  you  just  typed  was  selected  text,  since  you  put  a  select  mark  before  it. 
Therefore,  pressing  CUT  has  removed  it  from  the  document  and  put  it  in  the  paste 
area.  If  you  ever  want  to  type  text  into  the  paste  area,  press  SEL,  type  the  text,  and 
then  press  CUT. 


S     Press  PASTE  ten  times.  That  gives  you  some  text  with  which  to  work. 


SEARCH  AND  Now  suppose  you  want  to  replace  the  word  "shall"  with  "should  not."  The  phrase 
REPLACE  you  want  to  replace  ("shall")  is  called  the  search  phrase  since  DECtype  will  search 
for  it  in  the  doc  jment.  The  phrase  'should  not"  is  the  replacement  phrase. 


il^!^  /cont\ 


K-J 


CONT^ 

SRCH 

4  SEL 


i  Type  the  replacement  phrase  into  the  paste  area.  Press  SEL,  type  "should 
not"  and  then  press  CUT.  Because  the  paste  area  can  only  hold  one  piece  of 
text  at  a  time,  this  erases  the  line  you  typed  in  the  last  example. 

7  Move  the  cursor  to  the  start  of  the  document. 

8  Press  Gold  SRCH.  Type  the  search  phrase  ("shall").  When  you  have  typed  the 
search  phrase,  press  Gold  CONT  SRCH  &  SEL. 


You  saw  in  Lesson  3  that  you  could  press  ADVANCE  (or  RETURN)  and  BACK  UP 
after  typing  the  search  phrase.  This  tells  DECtype  in  which  direction  to  search.  If 
you  press  Gold  CONT  SRCH  &  SEL,  DECtype  begins  searching  forward.  But  when 
it  finds  the  search  phrase,  it  selects  it  and  leaves  the  cursor  at  the  end. 
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L'ECtype  finds  and  selects  the  first  occurrence  of  the  word  "shall". 
9      Press  Gold  REPLC. 


Gold  REPLC  removes  the  selected  text  from  your  document,  just  as  CUT  does  But 
unlike  CUT.  Gold  REPLC  does  not  move  that  text  to  the  paste  area.  Instead,  Gold 
REPLC  types  the  contents  of  the  paste  area  into  your  document  You  typed  the 
replacement  phrase  ("should  not")  into  the  paste  area,  so  it  replaces  the  search 
phrase 


CONTINUE  Gold  CONT  SRCH  &  SEL  works  like  Gold  CONT  SRCH   That  is.  instead  of  usmg 
SEARCH  AND  ^^®  ^°'^  SRCH  key.  you  can  just  press  Gold  CONT  SRCH  &  SEL  This  continues 
cci  ppy  ^^6  last  search  you  did,  searching  tor  the  same  phrase  in  the  same  direction   But 
Gold  CONT  SRCH  &  SEL  makes  DECtype  select  the  phrase  when  it  finds  it. 


10  Press  Gold  CONT  SRCH  &  SEL    DECtype  moves  to  the  next  occurrence  of 
"shall'  and  selects  it,  Press  Gold  REPLC,  It  too  is  replaced. 

1 1  Repeat  step  10  until  DECtype  sounds  the  tone  This  means  it  can't  find  another 
occurrence  of  "shall' and  you've  reached  the  end  of  the  document. 


You  can  speed  up  'his  process  and  save  yourself  some  keystrokes  by  using  a  L/ser 
De^/ned  Key,  explained  in  Lesson  11. 


NOTE 

With  all  searches,  keep  in  mind  the  position  of  the  cursor 
and  the  direction  of  the  search  If  the  cursor  is  near  the 
bottom  of  the  document  and  you  tell  DECtype  to  search 
forward,  DECtype  is  not  going  to  find  much 


SPECIAL  The  letter  quality  printer  has  the  ability  to  move  paper  backward  as  well  as  forward. 
FEATURE  OF  This  will  allow  you  to  use  some  special  techniques.  Subscripting  and  superscnpting 
LETTER  QUALITY  let  you  put  text  (such  as  a  numeral)  a  half-line  above  or  below  the  rest  of  the  text  on 
PRINTERS  that  line. 


If  you  won't  be  using  a  letter  quality  printer,  skip  the  rest  of  this  lesson  and  continue 
reading  with  Lesson  1 1. 


SUB-  ^  subscnpt  IS  a  character  printed  lower  than  normal  on  the  paper.  Subscripts  are 
oppjpTC   used  m  mathematics,  chemistry,  and  the  other  sciences    Here  are  examples  of 
^^p   subscripts: 

SUPER- 
SCRIPTS 
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CO,         (Xo.yo)         B.-iB, 


A  superscript  is  a  character  printed  higher  than  normal  on  the  paper  Superscripts 
are  also  used  in  mathematics  and  the  other  sciences  Here  are  some  superscripts 

You  may  also  use  superscripts  to  refer  to  footnotes  or  references: 

o 

studies  shoiw  thai  this  theory  IS  correct.*  • 

DECtype  can't  actually  reduce  the  size  of  subscripts  and  superscnpts    It  simply 
raises  or  lowers  them  above  or  below  the  line  the  rust  of  the  text  is  on 


On  a  typewriter,  you  might  roll  the  platen  up  or  down  slightly  before  you  type  a 
subscript  or  superscript  On  DECtype.  you  )ust  mark  the  characters  you  want  to 
become  subscripts  or  superscripts  DECtype  positions  them  correctly  every  time 
you  print  a  document  on  a  letter-quality  printer 


You  press  Gold  SUB  SCRIPT,  the  Gold  function  of  the  A  key,  to  create  subscripts 
You  press  Gold  SUPER   SCRIPT,   the  Gold  function  of  the  Q  key,   to  create 
superscripts   In  Lesson  8  you  read  about  the  four  ways  to  use  the  UPPER  CASE 
UNDER  LINE    and  BOLD  highlighting  keys   You  can  use  Gold  SUB  SCRIPT  and 
Gold  SUPER  SCRIPT  in  three  of  the  same  ways: 


•  Press  Gold  SUB  SCRIPT  or  Gold  SUPER  SCRIPT  The  character  that  the 
cursor  is  on  becomes  a  subscript  or  superscript,  and  the  cursor  advances  past 

•  Press  Gold  SUB  SCRIPT  or  Gold  SUPER  SCRIPT  followed  by  distance  keys. 
The  text  the  cursor  passes  becomes  subscripted  or  superscripted  (This  is 
cancelled  by  pressing  any  key  other  than  a  distance  key  ) 

•  Select  an  area  of  text  and  then  press  Gold  SUB  SCRIPT  or  Gold  SUPER 
SCRIPT   All  text  in  the  selected  area  will  be  subscripted  or  superscripted. 


But  Gold  SUB  SCRIPT  and  Gold  SUPER  SCRIPT  don't  work  in  the  other  way: 

•  You  can  reverse  the  effects  of  the  UPPER  CASE,  UNDER  LINE,  and  BOLD 
keys  by  pressing  the  Gold  key  first.  You  can't  reverse  the  effect  of  Gold  SUB 
SCRIPT  by  pressing  Gold  Gold  SUB  SCRIPT  (You'll  see  shortly  how  to  cancel 
subscripting  and  superscripting  ) 


PRACTICE     Practice  using  subscripts  and  superscripts  to  produce  the  following  examples. 
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1      Create  a  document  called  SUBSCR 


2  Type  tf^ie  text  you  see  below  Don't  worry  about  subscripts  and  superscripts  yet, 
just  type  the  numbers  It  doesn  I  matter  how  many  spaces  you  type  between 
examples 


SC)H\     3 
SCRIPT 


CO, 


(lo.y.) 


B,.By 


M'  ♦  y'  °  r» 


Move  the  cursor  back  to  the  2  in  C02  Press  Gold  SUB  SCRIPT,  the  Gold 
function  of  the  A  Key  This  makes  the  2  a  subscript  and  moves  the  cursor  past 
the  2  Notice  that  the  2  doesn  t  look  any  different  on  your  screen. 


VIEWING    4 
SUBSCRIPTS 
AND 
SUPERSCRIPTS 


Press  Gold  VIEW  Notice  that  the  2  in  your  formula  has  been  replaced  by  a 
symbol  resembling  a  T,  and  the  symbol  is  displayed  m  reverse  video  (white 
tetters  on  a  grey  background  or  vice  versa)  DECtype  replaces  subscripted  or 
superscripted  characters  with  one  of  two  symbols. 


T        The  character  is  a  subscript 
JL        The  character  is  a  superscript 


If  a  character  is  underlined  you  cannot  make  it  a  subscript  or  superscript  You  must 
femove  the  underlining  before  DECtype  will  accept  it  as  a  subscript  or  superscript 


Keep  the  VIEW  symbols  displayed  on  your  screen  while  you  finish  this  exercise 


It  .1^ 


5  Move  the  cursor  to  the  first  ^ero  m  (xo,yo)  and  press  Gold  SUB  SCRIPT  aqam  In 
the  same  way.  make  the  second  zero  a  subscript  Then  do  the  same  to  the  x 
and  y  m  the  next  e      "iple 


h  Move  the  cursor  to  the  first  2  in  the  next  example  and  press  Gold  SUPEF^ 
SCRIPT   Make  the  other  2's  superscripts  in  the  same  way 

7  Try  making  subscnp's  with  the  select  mark  Move  the  cursor  to  the  start  of  ttu' 
example  (Xo.yo)  Press  SEL  Move  the  cursor  to  the  end  of  that  example  <\ni\ 
press  Gold  SUB  SCRIPT. 

CANCELLING  In  Lesson  8  you  saw  thai  the  Gold  key  let  you  cancel  tnqfilighting   F  cm  instance,  to 
SUBSCRIPTS  AND    add  bolding.  you  press  BOLD  to  remn.o  tjoldmg,  you  press  Gold  BOLD  Canceling 
SUPERSCRIPTS    subscripting  and  superscripting  works  differently 


O 
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To    cancel    subscripting,    move    the    cursor    to    the 
subscripted  character  and  press  Gold  SUPFF^  SCRIPT 
DECtype  makes  it  a  normal  character 


To    OSfieef    suporsmpting     move    the    cursor    to    the 
superscripted  character  ,\ni\  press  Gold  SUB  SCRIPT 
DECtype  makes  it  a  riormai  character 


That  IS.  pressing  Gold  SUB  SCRIPT  pushes  characters  d>.,wn  half  a  line  pressing 
Gold  SUPER  SCRIPT  pushes  characters  up  half  a  line  To  reverse  either  prcH;e8S. 
just  push  the  characters  m  the  opposite  direction. 


(Nothing  happens  it  you  press  Gold  SUB  SCf^lPT  on  characters  that  are  already 
subscripts,  or  if  you  press  Gold  SUPtR  SCRIPT  on  superscripts  ) 


In  the  example  (Xo.yo).  you  have  just  made  all  the  characters  subscripts. 


8  Move  the  cursor  back  to  "("'  and  use  Gold  SUPER  SCRIP  I  to  cancel 
subscripting  on  aH  the  char^icters  except  the  jeroes  (Use  Gold  VITW 
throughout  this  exercise  ) 


In  any  line  of  text  where  you  use  subscripts,  you  should  leave  extra  space  tietween 
tr-.a*  line  and  the  next  line  down  With  superscripts,  leave  extra  space  above  the  line 
containing  the  superscripts  This  keeps  the  subscripts  and  superscripts  from 
running  into  the  text  on  the  next  line  above  or  below  There  are  several  ways  to 
leave  extra  space  You  can  press  RETURN  an  extra  time,  use  N  or  Dm  your  ruler  to 
give  spaceand-a  half  or  double  spacing,  or  use  the  EX  setting  from  the  Print  Menu. 

COMPLICATED  Subscripts  and  superscripts  let  you  position  a  character  a  half  i.ne  t:>elow  oi  aliove 
FORMULAS  Its  normal  position   Theie  is  another  way  to  do  this  which  is  bettor  il  the  formula  is 
very  complex 


Suppose  you  have  to  type  a  rriathematical  expression  where  the  superscripts 
themselves  have  superscripts,  or  where  subscripts  and  superscripts  both  tiave  to 
appear  in  the  same  place   Here  are  two  examples 


2  2 

F        .      f 

0  1 


2 

F       ^ 
2 


{•♦i«) 


m 


ix 


*■  n 
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nyi3 


If  you  use  F  instead  of  L  as  the  left  margin  in  your  ruler,  then  every  line  of  text  on  the 
screen  becomes  a  half-line  on  the  paper.  That  is,  whenever  DECtype  finishes 
printing  a  line,  it  moves  the  paper  down  only  half  a  line.  (Note  that  some  printers  are 
not  capable  of  printing  half-lines.  Or,  these  pnnters.  the  F  ruler  setting  will  be 
ignored  and  the  document  will  be  printed  using  regular  single-spacing.) 

To  type  these  complicated  formulas,  the  easy  way  is  to  use  F  in  your  ruler  and  tell 
DECtype  exactly  what  you  want  on  each  half-line  level 

1     Go  to  the  end  of  the  document,  then  press  RETURN  several  times  to  separate 
this  exercise  from  the  last  one. 


2  Press  Gold  RULER  to  view  the  ruler.  Type  F.  It  replaces  the  L  in  the  ruler  as  the 
left  margin.  Press  RETURN  to  embed  this  new  ruler  in  the  document. 

3  Make  a  sketch  of  the  formulas  you  want  to  produce.  A  piece  of  graph  paper  is 
helpful.  In  the  first  example,  your  sketch  might  look  like  this: 


1      234567890 


1111111112 
1      2      34567890 


Cclumn 
2  levels  u 
1  level  up 
text  level 

1  level  down 

2  levels  down 


Your  sketch  shows  you  what  characters  you  want  in  each  column  and  each  level  (or 
half  a  vertical  line).  The  line  labeled  "1  level  up"'  has  the  superscripts:  the  line 
labeled  "1  level  down"  has  the  subscripts.  In  this  example,  there  are  no  characters 
2  levels  up  or  down. 

4  Now  type  the  characters  you  have  sketched,  line  by  line.  That  is,  first  type  the 
superscripts  in  the  columns  where  you  have  sketched  them.  Press  RETURN. 
Next,  type  the  text  you  want  to  appear  on  the  normal  level  and  press  RETURN 
again.  Finally,  type  the  subscripts  in  their  proper  position  and  press  RETURN. 
Here's  how  it  looks: 


f  2 

F      ^      F      + 
t  2 


5     Press  RETURN  two  extra  times. 


6  Sketch  and  type  the  second  example.  In  this  example,  there  are  no  subscripts, 
but  tliere  are  buptJiscnpib  oi  Superscripts.  On  the  line  labeled  "2  levels  up," 
write  the  highest  superscripts.  On  the  line  labeled  "1  level  up,"  write  the 
regular  superscripts.  On  the  next  line,  type  the  characters  which  are  not 
superscripts. 

Type  those  three  lines  as  you  sketched  them.  Here's  what  you  should  see: 
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m 


2         t  i 

(•■t-iX)  f  IX 


7  If  you  want  to  type  normal  text  beyond  these  formulas,  display  the  ruler  again 
and  type  L  to  restore  the  normal  left  margin  and  one-line  spacing  Press 
RETURN  to  embed  this  new  ruler  in  your  document. 

8  File  and  print  the  document  on  a  letter  quality  printer. 
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CHANGING  DECtype  TO  SUIT  YOUR  JOB     1 1 


This  lesson  shows  you  how  to  adapt  DECtype  to  do  your  job  best  It  discusses 
abbreviation  documents,  library  documents,  user-defined  keys,  and  how  to  save 
Print  Menu  settings  and  rulers 


i«  >iiip<>imi« 


You've  learned  how  to  use  many  of  the  keys  on  the  DECtype  keyboard.  A  key  nnay 
nnove  the  cursor,  add  or  remove  text,  or  produce  special  effects.  Compared  to  what 
you'd  have  to  do  on  a  typewriter,  these  keys  do  a  lot  of  your  job  for  you. 

This  lesson  shows  you  four  ways  you  can  make  DECtype  do  even  more  of  your  job 
for  you.  These  four  techniques  are  special.  The  keys  you've  learned  so  far  always 
do  the  same  things  whenever  you  press  them.  With  the  techniques  you'll  learn 
about  now,  you  tell  DECtype  what  you  want  certain  keys  to  do. 


MEMORY  You  can  adapf  DECtype  to  suit  your  needs  in  four  ways: 

FUNCTIONS 

•  Abbreviation  Document.  If  you  frequently  type  a  long  or  difficult  phrase. 
DECtype  can  type  it  for  you  on  command.  DECtype  types  it  instantly  and 
correctly  every  time. 

•  Library  Document.  If  you  type  the  same  paragraph  over  again  in  many  letters. 
DECtype  can  type  that  paragraph  for  you  whenever  you  give  the  command. 

•  User-Defined  Keys.  If  you  often  press  the  same  sequence  of  keys,  there  is  an 
easy  way  to  makp  DECtype  perform  that  operation  for  you. 

•  Saved  Settings.  Suppose  you  type  a  chart  every  month  and  have  found  a  ruler 
that's  best  for  the  job  You  can  make  DECtype  save  that  ruler  for  next  month's 
chart.  You  can  also  save  the  settings  from  a  document's  Print  Menu.  You  can 
even  change  the  ruler  or  Print  Menu  DECtype  automatically  uses  when  you 
create  a  new  document. 


In  a  way,  these  four  techniques  let  you  program  DECtype.  You  type  the 
paragraphs,  phrases,  key-sequences,  or  rulers  you  want  into  the  memory  of 
DECtype.  Later,  you  can  recall  them  from  memory  and  use  them  wherever  you 
need  them. 

BENEFITS  How  do  these  "memory  functions"  help  you? 


You  save  time.  If  you  know  you'll  be  typing  a  paragraph  frequently,  type  it  only 
once  —  into  the  DECtype  memory.  Whenever  you  need  it  in  a  document,  you 
can  just  recall  it  from  memory. 
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You  become  more  consistent  It  you  typed  a  paragraph  or  phrase  correctly  into 
the  DECtype  memory,  DECtype  will  always  type  it  back  correctly  For  instance, 
you  can  rely  on  DECtype  to  type  words  that  you  often  misspell  Making 
DECtype  remember  a  ruler  lets  you  produce  charts  with  the  same  format  and 
spacing,  month  after  month 

Your lob  becomes  more  fun  You  get  to  spend  your  time  doing  new  things,  while 
DECtype  does  the  repetitive  work. 


A  TOOL  AT  YOUR   yqu  don't  have  to  use  the  memory  functions  to  be  a  good  DECtype  operator    The 
DISPOSAL    memory  functions  are  a  way  to  personalize  DECtype  to  your  own  style  of  doing 
work.  But  you  may  not  yet  have  a  style  of  using  DECtype 


Read  this  lesson  and  do  the  exercises  so  you  know  what  the  memory  functions  are. 
Later,  as  you  use  DECtype  more,  you'll  begin  to  nonce  what  things  you  are  doing 
over  and  over.  (This  will  depend  a  lot  on  your  job.)  When  you  feel  you  want  to  speed 
up  those  repetitive  jobs,  type  them  into  the  DECtype  memory  From  then  on.  you 
can  use  the  memory  functions  to  make  DECtype  do  those  jobs 


ABBREVI"  The  abbreviation  document  works  with  the  Gold  ABBRV  key  to  let  DECtype  type 

ATION  ^^^''^  phrases  or  sentences  for  you   Secretaries  at  DIGITAL  often  type  the  name. 

DOCU-  ^'9'^^'  Equipment  Corporation  '    This  long  name  takes  several  seconds  to  type. 

MFNTQ  Many  secretaries  have  DECtype  type  this  name  for  them  They  use  an  abbreviation 


document. 


Every  piece  of  text  in  an  abbreviation  document  needs  a  name  (an  abbreviation) 
The  name  must  be  two  characters  long,  and  can  be  letters  or  numbers.  Every  name 
must  be  different  (unique)  Names  should  also  suggest  the  thing  they  stand  for  For 
instance,  the  text  "Digital  Equipment  Corporation"  might  have  the  name  "de  " 


If  you  put  "Digital  Equipment  CorporatiorV  m  an  abbreviation  document  with  its 
name,  "de",  then  pressing  Gold  ABBRV  and  typing  "de"  makes  DECtype  type 
"Digital  Equipment  Corporation  '  for  you. 


CREATE  AN  Create  an  abbreviation  document  with  three  phrases  DECtype  can  type  for  you  on 
ABBREVIATION   command; 
DOCUMENT 


NAME 

de 
me 

CO 


Here  s  what  DECtype  should  type: 

Digital  Equipment  Corporation 

(your  name) 

(your  company's  name) 
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Here's  how  to  do  it: 

1  Use  the  C(reate)  option  to  create  a  new  documents  Call  it  NEWABB  Since  this 
name  doesn  t  clearly  indicate  what  this  document  contains,  cjive  it  a  document 
description  After  the  name,  type  a  space  and  the  description  NEW 
ABBREVIATION  LIBRARY  " 

2  Type  the  first  name,    de.  '  inside  double  angle  brackets. 

Names  must  always  be  enclosed  inside  double  angle  brackets. 

3  Type  the  phrase  you  want  DECtype  to  type  in  place  of  "de,"  "Digitial 
Equipment  Corporation.'" 

Type  two  left  angle  brackets  and  two  right  angle  brackets  (•■  •  •)  and  press 
RETURN.  The  two  double  angle  brackets  end  the  abbreviation  If  yuu  don  t 
type  them,  DECtype  will  include  the  RETURN  as  part  of  the  abbreviation. 

<<<*•>>   Digital  Equipment  Corporation  <<>> 

4  Type  the  second  name,  •  •  me  -  >,  also  inside  double  angle  brackets  Then  type 
your  name,  the  two  double  angle  brackets,  and  press  RETURN 

5  Type  the  third  name,  ■ '  co>  >.  in  the  same  way  Then  type  your  company's 
name,  and  two  double  angle  brackets. 

Your  document  will  look  like  this: 

<  <  d«  >  >      Digital  Equipment  Corporation  <  <>> 
<<fn«>>      Your  Name  <<>  > 

<  <  CO  >  >      Your  Company  .,<>  > 

6  File  the  document. : 


DECLARE  IT   The  information  in  the  abbreviation  document  is  now  complete   Now  you  must  tell 
AS  THE   DECtype  that  this  document  IS  the  abbreviation  document. 
ABBREVIATION 

DOCUMENT   Read  the  AD  line  on  the  Mam  (Vienu   It  tells  you  which  document  is  currently  named 
as  your  abbreviation  document    This  option  is  also  available  on  the  Editor  Menu. 


CTS-300  USERS  ONLY 

Your  DECtype  Manager  may  want 
you  to  use  the  document  ABBRV  as 
your  abbreviation  document  If  the 
name  of  the  abbreviation  document 
begins  with  "0  '  it  means  the 
document  exists  in  the  Manager's 
index  Unless  you  use  Gold  GET 
DOCMT,  explained  m  Lesson  3.  you 
cannot  edit  any  document  in  the 
Manager's  index,  but  you  can  use  it. 


RSX  OR  VAX/VMS  USERS 

Your  DECtype  Manager  may  want 
you  to  use  the  document  ABBRV  as 
your  abbreviation  document  It  may 
or  may  not  be  in  your  directory; 
ABBFW  might  be  a  document  which 
is  shared  by  several  users. 


'     You  rn.iy  specify  a  device  or  directory  with  this  command   See    Storage  Devices  and  Directories"  in  lesson  ? 
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For  now.  you   want   DECtype   to  use  the  (1<  '  umenl   you  just  created  as   your 
abbreviation  document 


Type  AD,  a  space,  and  the  name  of  the  document  you  just  created,  NEWABB 
Don't  forget  to  press  RETURN 

AD  NEWABB 

This  tells  DECtype  that  document  NEWABB  is  your  new  abbreviation  document 
Now  the  three  names  and  three  phrases  you  typed  are  part  of  the  DECtype 
memory. 

USE  YOUR   To  see  how  abbreviations  work,  try  typing  a  paragraph  twice,  once  in  the  usual  way 
ABBREVIATIONS   and  once  with  abbreviations 


1  Create  a  document  called  ABTEST   Type  the  following  text,  but  use  your  own 
name  and  company  name 

I  am  (your  nam«)  o»  (your  company)   I  m  using  DECtype  from 
Digita!  Equipment  Corporation 

Press  RETURN  twice  to  start  a  new  paragraph. 

2  Now  type  the  same  paragraph  the  fast  way,  using  the  abbreviations  you  typed 
before. 


Since  you  used  lowercase  letters  in  the  short  names  in  your  abbreviation 
document,  you  must  use  lo\\ercase  letters  after  pressing  Gold  ABBRV  If  you 
use  uppercase  letters  DECtype  will  not  be  able  to  find  the  abDreviation  The 
abbreviations    DE    and    de    are  different 


*HHfi< 


Type  the  following,  typing  everything  inside  the  quotation  marks   Do  not  type 
the  quotation  marks. 

Type     I  am  ". 

Press  Gold  ABBRV  and  type    me"   You  won't  see  the  letters  on  the  screen. 
DECtype  types  your  name 

Type     of  ". 

Press  Gold  ABBRV  and  type    co"    DECtype  types  your  company's  name 

Type       Im  using  DECtype  from  " 

PressGoldABBRVandtypede'   DECtype  types  DIGITAL'S  name 
Type  another  period  and  press  RETURN  twice. 


• 


The  second  way  saved  many  keystrokes 
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J  Repeat  step  2  —  type  the  paragraph  again  using  dbbreviationb  Look  closely  at 
the  screen  so  you  understand  what  pressing  Gold  AHbHV  does  Note  that 
when  you  type  the  two-letter  narne.  you  dor^  t  see  tt  on  the  screen. 

4     File  the  document. 


CHANGING  Wrien  you  press  Gold  ABBFW    Dt  Ctype  uses  the  next  two  letters  you  type  M  m 
YOUH  MIND   abbreviation  name  DECtype  looks  in  your  abbreviation  docurTinnl  for  that  name   if 
It's  not  there    OECtype  sounds  the  tone  and  prints  the  following  message  at  the 
bottom  of  your  screen 


Abbr«vi«tion  not  found  in  abbreviatiorf  document 


When  you  continue  typmg  The  message  disappears  Therefore,  if  you  ever  press 
Gold  ABBRV  and  decide  you  don't  want  DECtype  to  type  an  abbreviation  )ust  type 
a  name  you  know  doesn  t  exist  DECtype  sounds  the  tone,  prints  the  niessage  and 
you're  back  to  normal 


ADDING   To  add  a  phrase  to  your  abbreviation  document,  just  advance  to  the  end  of  the 
ABBREVIATIONS   document  and  add  a  Ime  that  looks  line  this 


t  ♦ 

Typ<?  Typ«»  h«re  the  phrase  you  *want  OtCtype  to 

here  a  put  m  your  document    Foilovv  tt  yyith  two 

name  of  double  angle  bracKetn 
your  choice 


If  yoj  have  more  than  one  abbreviation  on  a  line,  only  the  last  one  must  bv  followed 
by  double  angle  brackets  The  others  will  be  terminated  by  the  leff  angle  brackets 
which  begin  the  next  abbreviation  name 


<<t1»  phrase 


H2    ■    •phfa<!ie2 


<»3 


phranel  •    <  >> 


If  you  don't  follow  the  last  abbreviation  with  double  angle  brackets  DECtype  will 
not  see  the  end  of  the  abbreviation  When  you  use  that  last  abbreviation  you  will 
receive  a  message  rellmg  you  that  the  abbreviation  was  truncated 


REMOVING   To  remove  a  phrase  frorTi  your  abbreviation  document,  edit  tin?  document  and 
ABBREVIATIONS   delete  everything  pertammg  to  that    phrase— the  name,  the  phrase,  and  all  the 

angle  brackets. 


By  editing  the  abbreviation  document,  you  can  also  change  either  the  name  or  the 
text  associated  with  it. 


LIBRARY  Abbreviation  documents  contain  short  pieces  of  text,  such  as  a  long  word  or  a 
DOCUMENT   P^''^^^   Library  documents  typically  contain  entire  paragraphs   These  paragraphs 

have  boilerplate  text,  text  which  appears  often  in  the  .ame  form,  such  as  a 
commonplace  clause  m  a  legal  contract. 
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A  library  document  takes  the  same  form  as  an  abbreviation  document   However, 
With  library  documents,  the  name  can  be  from  1  to  16  characters  long 


You  call  text  from  the  library  document  with  Gold  LIBRY,  the  Gold  function  of  the  L 
key. 


Prar'ce  by  creating  a  library  document. 

1  Create  another  document,'  Name  it  NEWLIB.  Give  it  the  document  description 
NEW  LIBRARY  DOCUMENT. 

2  Type  the  following  name;  '■<<  bind  >>  ", 

3  DECtype  will  remember  whatever  text  you  type  now,  and  insert  it  in  a  document 
when  you  use  the  name    bind  "  Type  this  paragraph; 

It  is  agreed  and  understood  '"^at  the  stipulations  aforesaid  are  to 
apply  to  and  bind  the  heirs,  executors,  administrators  and  assigns 
of  the  respective  parties.  <<>> 


If  this  paragraph  would  always  be  used  as  a  separate  paragraph,  you  would 
include  two  RETURNS  after  the  name,  and  two  RETURNS  before  the  double 
angle  brackets.  The  paragraph  would  then  look  like  this: 

<<blnd>> 

It  is  agreed  and  understood  that  the  stipulations  aforesaid  are  to 
apply  to  and  bind  the  heirs,  executors,  administrators  and  assigns 
of  the  respective  parties. 


4  File  the  document. 

5  As  you  did  with  your  abbreviation  document,  you  must  tell  DECtype  that  this 
document  is  your  library  document.  Look  for  the  LD  (Library  Document)  option 
on  the  f^ain  or  Editor  Menu: 


Again,  the  DECtype  Manager  may  want  you  to  use  LIBR^  as  your  library 
document.  For  now.  you  want  to  use  NEWLIB  as  your  library  document. 

6     Type  LD.  a  space,  and  the  name  of  the  document  you  just  created,  NEWLIB 

LDNEWLID 

Press  RETURN  to  complete  the  command. 


'     You  may  specify  a  device  or  directory  with  this  command  See     Storage  Devices  and  Directories  '  m  Lesson  2 
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USING  YOUR    1      Edit  the  docurrsnt  ABTEST  which  you  created  earlier   Press  Gold  ADVANCE 
STORED  to  move  past  the  paragraphs  you  typed  earlier    Press  RETURN  twice  to 

PARAGRAPH  separate  the  examples 


O 


yC^^2      Press  Gold  LIBRY.  Gold  L.IBRY  works  a  little  differently  from  Gold  ABBRV  On 
the  bottom  line  of  your  screen  you  will  see. 

Enter  paragraph  name: 

Type  the  name  of  your  paragraph,  "bind""  Be  sure  to  type  the  name  exactly  as 
you  typed  u  in  your  library  document  If  you  don  t,  DECtype  will  not  be  able  to 
find  the  paragraph. 


Press  RETURN.  DECtype  copies  the  paragraph  from  the  library  document  into 
the  document  you're  now  editing. 


When  DECtype  asks  you  to  "Enter  paragraph  name:"  you  can  use  the  RUB  CHAR 
OUT  and  RUB  WORD  OUT  keys  to  correct  mistakes  If  you  press  Gold  LIBRY  and 
decide  you  don't  want  DECtype  to  type  a  stored  paragraph,  rub  out  any  characters 
you've  typed  and  then  press  RETURN. 

3  Repeat  step  2  You  can  insert  this  same  paragraph  as  many  times  as  you  want 
You  call  It  f  3m  the  DECtype  memory  by  pressing  Gold  LIBRY  and  using  its 
name. 

4  File  the  document. 


ABBREVI-  "'"^6  abbreviation  document  and  the  library  document  contain  the  same  type  of 
ATION  OR   ^®^^— ^he  double  angle  brackets,  names,  and  pieces  of  text  for  DECtype  to  type. 

LIBRARY? 

Why  are  there  two  documents  that  work  almost  the  same?  Whenever  you  call  for 
DECtype  to  type  commonly  used  text,  it  has  to  look  through  either  the  abbreviation 
document  or  the  library  document.  Your  abbreviation  document  can  hold  many 
short  phrases  and  stay  small  in  size.  That  means  DECtype  can  quickly  find  the  text 
you  call  with  Gold  ABBRV.  Your  library  document  holds  larger  pieces  of  text.  This 
means  that  it  takes  DECtype  longer  to  handle  a  Gold  LIBRY  request.  But  no  matter 
how  many  large  paragraphs  you  put  in  the  library  document,  it  won't  slow  down 
Gold  ABBRV.  They  use  different  documents. 


USER-    User-Defined  Keys  (UDKs)  allow  you  to  insert  DECtype  commands,  such  as  TOP 
DEFINED    ^OCMT    or    SRCH,    as    well    as    text    into    your    document.    (Remember    that 
KEYS    Abbreviation  or  Library  text  let  you  insert  prepared  text  but  not  commands  into  a 
document.) 
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A  DDK  IS  a  sequence  of  keystrokes  th^t  DECtype  types  for  you  There  are  two  steps 
in  using  a  DDK  Ftrst,  you  must  define  the  UDK  by  telling  DECtype  which  keys  you 
want  pressed.  Second,  you  call  the  UDK  by  telling  DECtype  to  perform  those 
operations.  If  you  define  a  UDK  once,  you  can  call  it  as  many  times  as  you  want. 


You  store  each  sequence  of  keystrokes  under  a  number  from  0  to  9  You  can  store 
up  to  100  functions  m  each  of  your  UDKs.  (A  Gold  key  sequence,  such  as  Gold 
SRCH,  counts  as  only  one  function,) 


THE  DK  OPTION  The  DK  (Define  Key)  option  on  the  fVlam  or  Editor  Menu  allows  you  to  define  a  UDK. 

To  define  a  UDK  from  either  of  these  menus  type  DK,  a  space,  and  the  number  of 
the  key  you  want  to  define.  Then  press  RETURN. 


EXAMINE  A  UDK    1 


From  the  Mam  or  Editor  Menu  type  "DK  5"  and  press  RETURN.  If  you  do  not 
type  a  number  after  DK  the  number  0  will  be  assumed 


On  the  top  line  of  the  screen,  you  see  this: 


Definition  of  User  key  5. 
Press  Gold  HALT  to  recall  the  Menu. 

This  means  that  DECtype  is  showing  you  the  sequence  of  keys  stored  under  UDK 
number  5  right  now  Under  this  line,  you  may  see  names  of  keys.  (If  UDK  5  has  not 
been  defined,  you  will  not  see  any  keys.)  These  are  the  keys  which  define  the  UDK. 


In  this  part  of  DECtype  all  the  rules  change.  For  instance,  pressing  Gold  SRCH 
does  not  display  the  search  prompt,  it  adds  "Gold  SRCH'  to  the  sequence  of 
keystrokes  you're  defining.  This  is  true  for  almost  every  keystroke.  As  you  see  on 
the  top  line  of  the  screen,  the  only  way  to  return  to  the  Mam  Menu  is  to  press  Gold 
HALT. 

2     Press  Gold  HALT.  This  recalls  the  Main  Menu.  (If  you  used  the  DK  option  from 
the  Editor  Menu,  pressing  Gold  HALT  would  recall  the  Editor  Menu.) 


You  have  seen  the  contents  of  UDK  5,  but  you  have  not  changed  the  UDK  (If  UDK 
5  has  not  been  defined,  you  saw  that  it  has  no  contents.) 


CHANGE  A  UDK  3     Repeat  step  1  to  view  the  UDK.  This  time  you'll  change  its  contents. 

4  Press  the  ADVANCE  key.  DECtype  erases  any  keystrokes  you  may  have  seen 
on  the  screen.  That  is,  since  you're  typing  in  a  new  sequence  for  UDK  5. 
DECtype  has  gotten  nd  of  the  old  sequence.  It  accepts  ADVANCE  as  the  first 
keystroke  of  the  new  sequence. 
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5     Type  the  following  line  as  your  new  sequence  tor  DDK  5 


E  EDUCA  RETURN  ADVANCE  PARA  PARA  BACKUP  WORD 

That  IS.  type  E,  a  space.  EDUCA.  press  RETURN,  press  the  ADVANCE  key,  the 
PARAgraph  key  twice,  the  BACK  UP  key,  and  the  WORD  key 


KEY  LEGENDS  IN  UDKS 

The  way  DECtype  displays  keys  when  you're  looking  at  a  UDK  is 
different  from  the  way  this  nnanual  describes  them.  For  instance,  the 
screen  uses  abbreviations  for  keys  which  are  always  six  letters  or 
shorter.  This  manual  uses  capital  letters  when  the  key  contains  capital 
letters.  But  on  the  screen,  you  sometimes  see  lowercase  letters  instead 
Here  are  some  examples 


Key  legend  from 

Key  legend 

this  manual. 

on  the  screen: 

ADVANCE 

Advanc 

UNDER  LINE 

Under 

Gold  RUB  SENT 

RubSen 

Gold  CONT  SRCH 

CnSrch 

When  It's  showing  you  the  contents  of  a  UDK.  DECtype  separates 
every  keystroke  on  the  screen  with  a  space  This  lets  you  see  the 
difference  between  a  command  key  (such  as  Advanc)  and  separate 
letters  (which  you'd  see  as  A  d  v  a  n  c). 


IF  YOU  MAKE  By  pressing  the  Gold  key  followed  by  the  number  of  the  UDK  you're  defining,  you 
A  MISTAKE   can  rub  out  the  last  keystroke  you  typed    Since  you're  defining  UDK  number  5. 
press  Gold  5  to  rub  out  a  mistake  This  is  the  only  way  to  correct  mistakes  in  a  UDK 
If  you  make  a  bigger  mistake,  it  may  be  easiest  to  just  recall  the  menu  (press  Gold 
HALT)  and  start  over 

6     Press  Gold  HALT  This  terminates  the  definition  of  UDK  number  5  and  returns 
you  to  the  menu. 


If  you  erase  all  of  the  keystrokes  in  a  UDK  and  use  Gold  HALT  to  terminate  the 
definition,  all  of  the  erased  keystrokes  return  to  the  UDK  To  erase  a  UDK  you  must 
change  it.  Once  a  UDK  number  has  been  used,  you  cannot  store  it  without  any 
contents. 


If  you  want  more  practice,  use  the  DK  option  again  to  check  the  contents  of  UDK 
number  5. 
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CALL  THE  UDK  To  call  the  UDK  and  make  DECtype  perform  the  operation  you've  stored  under  that 

number,  press  the  Gold  key  tollowod  by  (tie  number  of  the  UDK    For  instance,  to 
call  UDK  number  5  press  Goid  b. 


7     From  the  Mam  Menu,  press  Gold  5  and  look  at  the  screen 


DECtype  follows  the  instructions  m  UDK  5  It  edits  the  document  EDUCA. 
advances  two  paragraphs  and  backs  up  one  word  This  is  because  you  made  Gold 
5  equivalent  to  pressing  tnose  13  keys   DECtype  has  )ust  pressed  ttiem  tor  you 

8     File  the  document 


EXAMPLE  OF  You  learned  m  Lesson  10  that  DECtype  can  searcti  for  a  phrase  and  select  it,  but 
A  UDK   you  have  to  press  Gold  REPLC  to  change  the  text  A  UDK  can  eliminate  the  second 
Step  tor  you. 


Edit  the  document  m  which  you  want  to  use  the  UDK  Press  Gold  MENU  to  view  the 
Editor  Menu  Type  "DK  2"  to  view  the  contents  of  UDK  number  2,  Type  the 
following  commands. 


Gold  CONT  SRCH  &  SEL       Find  the  nent  place  where  the  search  phrase  occurs  and  select 

It  with  the  select  marK 


Gold  REPLC 


Remove  the  selected  text  from  the  document  and  type  the 
contents  of  the  paste  area  in  its  place 


Press  Gold   HALT  to   return   to  the   Menu     Press   RETURN   to   return  to  your 
document 


fvtow.  press  SEL.  type  the  replacement  phrase,  and  CUT  it  to  put  it  into  the  oaste 
area 


Press  Gold  SRCH  and  enter  the  text  you  want  DECtype  to  search  for  Press  Gold 
CONT  SRCH  &  SEL  When  the  phrase  is  found,  press  Gold  REPLC  to  replace  this 
first  occurrence  of  the  phrase. 


Now  press  Goid  2  to  mane  DECtype  perform  the  operation  describful  in  UDK 
number  2   DECtype  will  continue  the  search  and  replace  the  phrase 


REPETITION  UDK  2  would  be  even  more  help?  .'  if  DECtype  repeated  it  aufumaticallv  Suppose 
you  added  the  keystroke  "Gold  3  to  UDK  2  Then  you  could  define  UDK  3  as 
"Gold  2  "  This  would  cause  DECtype  to  repeat  the  steps  in  UDK  2.  then  call  UDK  3. 
which  calls  back  UDK  2  to  start  over  again. 
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UOK  2  Gold  CON  I   S«CH  &  SEL 

,    Gold  REPLC 
Gold  ^ 

gOK  J  ao(d  2 


This  loop  will  continue  until  DECtype  has  replaced  every  occurrence  of  the  phrast 
in  your  document,  or  until  you  stop  it    You  won  t  see  the  changes  t)eing  made 
DECtype  will  stop  at  the  bottom  of  your  document  and  display  the  message 


Starch 


phrttHtf         nut 


found         —  —  — . 


STOPPING    There  are  two  ways  to  stop  a  UOK    The  easiest  way  is  to  press  Gold  HALT 
A  DDK    Whenever  you  press  Gold  HALT    DECtype  stops  faking  keystroKes  out  of  a  DDK 
and  returns  to  the  document  to  wait  for  your  next  keystroke 


A  DDK  also  stops  anytime  you'r©  editing  a  document  and  DECtype  sounds  the 
tone    For  instance,  if  DECtype  is  searching  for  something  and  fails  to  find  it 
DECtype  sounds  the  tone  and  the  UDK  stops  So  the  Search  and  Replace  example 
above  will  automatically  stop  at  the  bottom  of  the  document 


USING  UDKS  The  UDKs  you  d«f^#  wiM  depend  on  you  Any  time  you  find  yourself  pressing  the 
same  sequence  of  keys  repeatedly  you  should  ask  yourself  if  you  could  save  time 
by  making  that  sequence  a  UDK  UDKs  can  perform  any  DECtype  function  You 
can  call  them  from  a  menu  or  from  within  a  document 


RESTRICTIONS    UDKs  cannot  call  themselves  In  the  above  example  UDK  3  could  caii  UDK  2,  but 
TO  UDKS    UDK  2  could  not  call  .tself    You  cannot  have  the  keystroke     Gold  2     m  UDK  2 
Pressing  Gold  2  while  creating  UDK  2  would  rub  out  a  character 


The  keystroke  "Gold  HALT"  cannot  be  included  m  a  UDK    Pressing  Gold  HALT 
would  terminate  the  UDK, 


SUMMARY  OF 
UDK  COMMANDS 


To  define  a  UDK  type  OK  folkwwd  by  a  number  while  m  the  Mam  or  Editor 
Menu   For  example,  to  define  UOK  2  type  DK  2 

To  rub  out  mistakes  you  make  while  defining  a  UDK.  press  Gold  followed  by  the 
number  of  the  UDK  you  are  def'nmg  For  example  to  rub  out  mistakes  while 
defining  UDK  2,  press  Gold  2. 

To  terminate  the  UDK   press  Gold  HALT 

To  use  the  UDK  press  Gold  followed  by  the  number  of  the  UDK  For  example, 
to  use  UDK  2  press  Gold  2. 


11-12        Changing  DECtype  to  Suit  Your  Job 


SAVING      "^^^  learned  about  rulers  m  Lesson  5.  Rulers  show  the  'ocation  of  the  margins  and 
RULERS     ^"^  ^^^  stops,  indentations,  or  a  centering  point.  You  use  rulers  to  tell  DECtype  the 
shape  of  the  text  up  to  the  next  ruler. 


For  instance,  you  may  use  a  plain  ruler  for  normal  text 


But  you  may  have  a  different  ruler  for  typing  tables: 


DECtype  can  save  rulers. 


If  you've  set  the  margins,  tab  stops,  and  other  ruler  settings  the  way  you  want  them 
for  a  certain  situation,  you  can  tell  DECtype  to  remember  that  ruler  (that  group  of 
settings).  Later  you  can  call  a  ruler  out  of  the  DECtype  memory  and  put  it  in  the 
document  you're  editing. 


DECtype  stores  rulers  under  the  numbers  0  througn  9.  For  instance,  suppose  the 
two  rulers  above  are  your  favorite  rulers.  You  can  store  the  simple  ruler  under 
number  1  and  store  the  indented  ruler  under  number  2. 


Although  UDKs  and  rulers  are  both  stored  under  the  numbers  0  through  9,  they  do 
not  affect  each  other  because  of  the  way  you  call  them. 


BENEFITS  When  you  store  a  ruler  under  a  number,  you  can  quickly  put  it  in  the  document 
you're  editing.  This  saves  you  time.  Suppose  you  wanted  to  embed  the  indented 
ruler  in  a  document.  Without  stored  rulers,  you'd  have  to  move  the  cursor  through 
the  ruler,  tyomg  L,  T,  T.  T.  and  R  to  show  DECtype  exactly  where  ^o  put  the 

settings.  With  stored  rulers,  you  just  tell  DECtype.  "Use  all  the  same  settings  that  I 
stored  under  number  2." 


Stored  rulers  also  make  you  a  more  consistent  typist.  Suppose  you're  typing  a 
report  with  eight  tables  of  numbers.  The  report  will  look  neat  if  all  the  tables  have 
the  same  format  —  if  every  table  uses  the  same  spacing  for  its  columns.  You  want 
to  use  the  same  ruler  for  all  eight  tables,  but  if  you  had  to  set  up  the  ruler  yourself, 
you  might  not  produce  exactly  the  same  ruler  in  all  eight  places.  So  store  the  ruier 
you  used  for  the  first  table  and  call  it  back  when  it's  time  to  type  the  other  tables. 


With  your  letterhead  stored  in  a  library  document  ^nd  with  stored  rulers,  you  could 
easily  produce  a  document  that  looked  just  like  one  you  typed  a  year  earlier. 
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PRACTICE   To  find  out  how  to  use  stored  rulers,  do  these  things: 
STORING  A 

RULER   1      Edit  the  document  called  ABTEST.  Move  the  cursor  to  the  bottom  of  the 
document. 

2  Press  Gold  RULER  to  display  the  ruler  You  have  to  display  the  ruler  before  you 
can  save  settings  or  call  a  group  of  saved  settings. 

3  Put  tab  stops  in  columns  3.  5.  7,  and  9.  (In  case  you've  forgotten  how. 
ADVANCE  the  cursor  to  column  3  and  type  T.  then  do  the  same  for  the  other 
columns.) 


To  store  (save)  a  ruler,  hold  down  the  SHIFT  key  and  type  the  number  under  which 
you  want  to  save  the  ruler  For  example,  save  the  ruler  you've  just  created  under 
number  6. 

4     Hold  down  the  SHIFT  key  and  type  6.  DECtype  has  saved  this  ruler,  with  its  four 
tab  stops,  as  stored  ruler  6 

§     Press  Gold  RULER  again. 


Recall  that  when  you  leave  the  displayed  ruler  by  pressing  Gold  RULER  a  second 
time,  DECtype  does  not  embed  a  changed  ruler  in  your  document.  Your  four  new 
tab  stops  have  been  removed,  and  DECtype  has  returned  to  the  ruler  that  was 
originally  in  your  document.  Even  so,  DECtype  has  saved  that  ruler  with  the  four  tab 
stops  under  number  6.  If  you  also  wanted  the  new  ruler  to  take  effect,  you  would 
press  RETURN  m  step  5. 

CALLING  A   Now  suppose  you  want  to  call  back  that  ruler  you  stored. 
STORED  RULER 

i  Press  Gold  RULER  again.  You  see  the  settings  that  are  in  effect  in  your 
document. 

?  Type  "6".  Tab  stops  appear  in  columns  3.  5.  7.  and  9.  DECtype  has  called  back 
stored  ruler  number  6.  Since  you  have  It  on  the  screen,  you  can  embed  this  new 
ruler  in  the  document,  change  it  further,  store  it  under  a  different  number,  or 
return  to  your  document  without  changing  anything. 

$     Press  Gold  RULER  to  return  to  your  document  without  making  a  change. 


You  can  work  on  your  ten  stored  rulers  without  changing  the  rulers  in  your 
document. 


USING  STORED  The  most  common  use  of  stored  rulers  is  when  you  have  to  go  back  and  forth 
RULERS   between  settings,  as  in  this  example: 
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1  Press  Gold  RULER  to  display  your  current  ruler  It's  a  simple  ruler,  with  only  a 
left  and  a  right  margin. 

2  Hold  down  the  shift  key  and  type  "7"  to  store  the  simple  ruler  under  number  7. 

3  ADVANCE  to  column  6  and  put  a  word  wrap  indent  ("W")  there. 


Recall  from  Lesson  5  that  word  wrap  indents  help  you  type  numbered  lists,  such  as 
this  one. 

4  Hold  down  the  shift  Key  and  type  "8"  to  store  this  indented  ruler  under  number 
8. 

5  Press  Gold  RULER  to  return  to  editing  without  changing  the  current  ruler 

6  Type  the  paragraph  beside  the  heading  "Using  Stored  Rulers   "  Type  it  without 
pressing  RETURN   When  you're  done,  press  RETURN  twice. 


Now  you're  about  to  type  a  numbered  list,  so  you  need  the  indented  ruler  —  stored 
ruler  8. 

7  Press  Gold  RULER,  type  "8"  to  recall  stored  ruler  8,  and  then  press  RETURN 
to  embed  that  ruler  in  your  document. 

8  Type  steps  1  through  3  of  this  list.  (To  start  out,  type  "1".  press  TAB  and  then 
type  step  1  from  the  text.  When  you're  done,  press  RETURN  twice  and  do  the 
same  things  for  step  2.) 

9  When  you  finish  typing  step  3.  press  Gold  RULER,  type  "7"  to  recall  stored 
ruler  7,  and  then  press  RETURN  to  embed  that  ruler  in  your  document 

You've  just  switched  back  to  the  simple  ruler,  Continue  typing  the  numbered  list 
and  this  paragraph,  switching  between  the  simple  ruler  and  the  indented  ruler 
every  time  the  shape  of  the  text  changes.  That  is,  call  back  stored  ruler  7  or  stored 
ruler  8  whenever  necessary.  When  you  get  here,  file  the  document. 


SAVING   ^"^^^  ^s  y^^  ^^^  ^^^®  ^®^  stored  rulers  and  ten  stored  UDKs  in  the  DECtype 
PRINT    '^©^oi'V'  you  can  have  ten  stored  print  settings,  if  you  want  to  use  them. 

SETTINGS 

1  Use  the  P(rint)  option  for  the  document  ABTEST, 

2  Locate  the  SS  (Store  Settings)  and  RS  (Restore  Settings)  options  on  the  Print 
Menu.^  ■'■ 


When  you  use  the  SS  option,  whatever  settings  you  see  on  the  screen  go  into  the 
DECtype  memory  under  the  number  you  type.  For  instance,  typing  "SS  6""  and 
pressing  RETURN  saves  the  settings  under  number  6. 
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AUTOMATIC  SETTINGS 

You've  seen  how  easy  it  is  to  change  a  document's  rulers  and  print 
settings.  But  when  DECtype  creates  a  document,  it  makes  some 
decisions  automatically  How  does  it  make  those  decisions?  If  you 
decide  that  a  certain  ruler  or  set  of  print  settings  is  your  favorite,  can  you 
tell  DECtype  to  use  these  settings  automatically  for  all  future 
documents? 

Yes.  You  can  give  DECtype  standard  orders  to  use  m  the  future  The 
standard  orders  tell  DECtype  what  to  do  until  you  give  it  specific  orders 
for  a  certain  document. 

Rulers.  When  you  create  a  document,  DECtype  takes  you  to  the  top  of 
the  empty  document  It  has  already  put  a  ruler  there  If  you  have  a 
favorite  ruler  that  you'd  like  DECtype  to  put  at  the  top  of  every  new 
document  you  create,  store  it  under  number  0  Stored  ruler  0  is  your 
standard  ruler.  DECtype  uses  this  in  all  new  documents  until  you  press 
Gold  RULER  to  change  it. 

Print  Settings.  The  first  time  you  see  a  document's  Print  l^enu,  there  are 
already  settings  on  the  screen.  If  you  have  some  settings  you  prefer, 
print  a  document,  change  its  Print  f^enu  so  it's  just  the  way  you  want  it. 
and  store  it  under  number  0  The  settings  stored  under  SS  0  comprise 
your  standard  Print  (Vienu  DECtype  uses  these  settings  in  all  new 
documents  until  you  use  the  Print  Menu  to  change  them. 

Set  your  standard  ruler  and  standard  Print  Menu  to  the  values  you  will 
most  often  want,  or  to  the  values  that  will  minimize  the  amount  of 
changing  you  have  to  do. 


When  you  use  the  RS  option,  whichever  stored  print  settings  you  chose  come  onto 
the  screen.  For  instance,    RS  6'  recalls  the  print  settings  stored  under  number  6. 


Whenever  you  use  the  Print  Menu,  any  changes  you  make  go  into  the  document 
immediately.  So  if  you  recall  stored  print  settings  to  the  screen,  the  settings  you  see 
go  into  the  document. 


You  can  use  stored  print  settings  to  quickly  change  a  document  s  print  settings  for 
different  situations.  For  instance,  one  stored  print  setting  might  be  the  one  you 
normally  use,  but  another  stored  print  setting  might  be  the  one  you  use  with  narrow 
paper  or  letterhead.  Stored  print  settings,  like  stored  rulers,  make  it  easier  to  switch 
back  and  forth  for  different  printings. 

3  Press  Gold  MENU  to  recall  the  Mam  Menu.  (The  only  way  you  could  try  out 
stored  print  settings  is  to  change  the  ones  in  your  document,  which  might  be 
confusing  later.) 
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OF  HOW 
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USE  THE 

MEMORY 

FUNCTIONS 


The  numbers  0  through  9  don't  tell  you  much  about  your  use  of  that  stored  ruler, 
stored  print  setting,  or  UDK  It  you  use  these  memory  functions,  keep  a  record  of 
the  meaning  of  each  one  and  keep  this  legend  near  your  terminal  (Create  a 
DECtype  document  to  contain  this  record  so  you  can  change  your  legend  as  easily 
as  you  can  change  the  stored  settings  and  UDKs  ) 

Here  IS  a  sample  legend 
UDK      Meaning 


0 
1 
2 
3 


Search  and  Replace,  no  repeat 

unused 

Search  and  Replace 

Repeat  f2 

unused 

unused 

unused 

unused 

Pick  up  line  and  move  to  start  of  paragraph 

Use  library  text  to  prepare  blank  memo  form 

Stored 

Print 

Setting  Meaning 

f[  Normal~my  machine 

1  Sally's  machine  "^ 

§  Best  settings  for  letterhead  forms 

i  For  wide  paper 

#  Use  for  annual  report 

S  Sally's  machine  when  she's  using  the  fast  printer 

§  unused 

f  Bart's  machine 

S  unused       : , 

9-  unused 

Stored 

Ruler     Meaning 

#  A  simple  ruler— use  for  plain  text 

t  Same,  with    "W    in  column  6— numbered  lists,  etc. 

2  Tab  in  6  and  10,  "W"  in  14— table  of  contents 

$  Wide  ruler,  for  10-column    "ledger  "  and  budget  doc. 

#  unused 
9  unused 
§  unused 

f  A  good  ruler  for  typing  our  letterhead 

§  unused 

§  unused 


Always  keep  one  or  two  stored  rulers  unused   If  you  do  this,  you  can  use  them  to 
move  rulers  from  one  point  in  your  document  to  another. 
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This  lesson  helps  you  apply  your  knowledge  of  DECtype  to  your  own  /ob  It  contains 
many  guidehnes  and  hints  that  you  may  find  useful  Use  your  own  judgment  to 
decide  whether  the  information  m  this  lesson  applies  to  you  You  rriay  decide  there  is 
a  better  way  for  you  personally 


M^mm^^  jig^ww liwmj  wiii»<,io<».B  ■  ji  mmt 


»m0*wH0mmmmmm^m^»4»mmit^^^»m^*.*t,-»*^^m^m 


STYLE    "^^^  Should  develop  a  style  —  a  set  of  rules  that  tell  you  exactly  how  to  type 
GUIDE    '^^^'^'^^"^s  into  DECtype   You  can  have  a  written  style  guide  or  your  style  can  be 


FOR  TYPING 


informal,  mental  notes  Either  way,  your  style  ensures  that  you  will  be  consistent  in 
the  way  you  type  documents 

Why  should  you  be  consistent'^  So  that  you  know  exactly  what's  in  every  document 
you  type  If  you  type  all  your  documents  m  the  same  way  DECtype  will  become 
more  predictable  to  you 


You  have  seen  that  invisible  characters  m  your  document  affect  the  way  DECtype 
works.  If  you  try  to  center  a  line  that  has  spaces  at  the  start  or  the  end,  DECtype 
counts  them  and  may  appear  to  position  the  line  off  center  If  you  have  tab 
characters  m  your  document  that  you've  forgotten  about,  your  cursor  may  land  in 
strange  places  when  you  advance  through  the  document  Typing  consistently,  so 
you  know  exactly  what's  m  your  document,  will  prevent  these  strange  effects 


Your  style  should  a'so  reflect  the  power  of  DECtype  You  should  consistently  type 
text  that's  flexible  and  rely  on  DECtype  to  position  it  For  instance,  il  you're  using 
word  wrap  returns  to  produce  vertical  spacing  in  a  chart,  you'll  be  unpleasantly 
surprised  the  next  time  DECtype  rewraps  that  paragraph. 


Here  are  some  sample  rules  to  follow. 


PARAGRAPHS  There  are  several  ways  to  separate  paragraphs  on  DECtype: 


•  Press  RETURN  RETURN  This  produces  double-spacing  between  paragraphs. 

•  Press  RETURN  Gold  PARA  MARKER  This  also  produces  double-spacing  In 
addition,  the  paragraph  marker  lets  you  use  a  paragraph  indent  (see  Lesson  5) 
to  indent  th^'  first  line  in  the  next  paragraph 

•  Press  Gold  PARA  MARKER  Your  paragraphs  will  be  single-spaced,  so  you 
must  have  a  paragraph  indent  in  your  ruler  to  show  where  each  new  paragraph 
starts. 
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Any  of  these  techniques  vvitf  let  you   use  the  PARA  Key  to  move  t)etween 
paragraphs. 

•   A  fourth  way  to  produce  paragraphs  is  to  change  the  ruler .  placing  a  W  to  the  left 
ot  the  left  margin  character   For  example* 


#«i/y  *  '  '  *  *  L.  *•  v**^**  **'* 


A  hard  return  would  move  the  cursor  to  the  L  A  word  wrap  return  would  move 
the  cursor  to  the  W  You  would  insert  a  hard  return  only  between  paragraphs, 
causmg  the  first  line  of  the  paragraph  to  be  indented 


This  method  is  most  useful  when  you  want  to  change  the  style  ot  the  paragraphs 
m  a  long  document  If  you  change  the  ruler  at  the  top  of  tne  document  (and  any 
other  rulers  in  the  document)  and  press  Gold  BOT  DOCMT  to  advance  over  the 
text.  DECtype  will  automatically  indent  all  paragraphs  m  the  document 


TYPING  TEXT    Always  depend  on  DECtype  to  tit  your  text  into  the  shap#yOU  want   MaKe  sure  you 

understand  Lesson  5  Use  rulers  correctly  and  change  them  as  often  as  necessary 
For  instance  if  you  want  to  indent  a  part  of  your  document,  change  the  ruler  once  at 
the '■^art  of  that  part  and  change  It  back  at  the  end 

Know  the  JtHircnce  betweer^  word  wrap  returns  and  hard  returns  produced  with 
the  RETURN  Key    Press  RETURN  only  to  end  a  paragraph  or  to  type  a  diagram 
Don't  use  RETURN  in  norma!  typing    If  you  want  extra  vertical  spacing  in  your 
document   put  a  D  m  the  ruler  or  use  the  EX  Pnnt  Menu  setting 


TYPING   Do  not  use  the  space  bar  to  position  text    Use  a  ruler  with  tab  stops  and  use  the 
DIAGRAMS    TAB  key  Don  t  keep  inserting  spaces  until  the  cursor  wraps  down  to  the  next  line 
Move  text  by  pressing  RETURN    If  you  use  spaces  to  position  text,  you  cannot 
easily  change  rulers  onnsert  or  delete  text  Also,  word  wraps  may  occur  whore  you 
do  not  expect  them 

Remember  that  the  important  thing  is  not  the  appearance  of  the  dtKument  on  your 
screen,  but  the  contents  of  the  document  Depending  on  its  contents,  DECtype  may 
change  the  appearance  ot  the  text  (as  you  add  or  remove  words)  in  ways  you  might 
not  want  Make  sure  your  document  contains  the  invisible  characters  that  will  give 
you  the  effect  you  want  every  time 


QTUcp     In  a  normal  text  document,  the  best  way  to  mark  a  spot  you  want  to  come  back  to 
jjp.  ppjji      later  is  to  type  <>  .  Then  you  can  use  the  <  >  key  on  the  mini-keyboard  to  move  to 

HINfs  '^^'^'^°' 
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USERS 


Limit  your  documents  t )  5  to  10  pages.  DECtype  gives  you  the  highest  performance 
when  your  documents  are  relatively  short. 

You  cannot  delete  word  wrap  returns  w'thout  changing  the  length  of  a  tine.  If  you 
find  that  you  need  to  remove  a  word  wrap  return  and  you  are  unable  to  delete  it, 
insert  a  hard  return  (by  pressing  the  RETURN  key)  directly  before  the  word  wrap 
return.  You  can  then  make  the  changes  you  want  to  make.  When  you  have  finished 
changing  the  text  you  can  delete  the  hard  return. 

As  you  use  DECtype,  you'll  store  documents,  rulers,  library  text,  and  other 
information. 

Some  systems  have  several  terminals,  letting  several  people  use  DECtype  at  the 
same  time.  If  you  share  DECtype  with  other  people,  your  documents  are  kept  apart 
from  documents  others  have  stored  through  use  of  the  security  system. 


CTS-300  USERS  ONLY 

Different  people  should  use  different 
user  names.  This  means  that  each 
person  can  file  documents  without 
disturbing  other  users.  Their 
documents  will  also  be  private,  since 
other  users  cannot  edit  them. 


RSX  OR  VAXA/MS  USERS 

Different  people  should  store 
documents  in  different  directories. 
This  will  keep  each  user's  documents 
private  sincf  -iner  users  cannot  edit 
them  unless  they  nave  sufficient 
privilege. 


You  might  want  to  use  different  storage  areas  for  different  projects.  Think  of  a 
storage  area  as  a  file  folder.  If  you  were  filing  many  paper  documents,  you  would 
divide  them  according  to  project,  type,  or  month,  and  use  a  separate  folder  for  each 
group.  On  DECtype,  you  should  also  divide  your  documents  into  categories  and 
use  a  different  storage  area  to  store  each. 

DOCUMENT    You've  learned  that  a  document  name  is  limited  in  size,  but  you  can  make  a 
NAMES    document's  descnption  up  to  30  characters  long.  Use  these  facts  when  you  name 
documents.  Follow  these  rules: 

•  As  the  document  name,  type  a  word  you  won't  use  on  any  other  document. 

•  After  that,  type  a  brief  but  complete  description  of  /hat's  in  the  document.  This 
should  be  understandable  to  someone  other  than  yourself. 

Here  is  an  example: 


UTYPE1  Overview  for  New  Users 


short, 

unique 

name 


explanation  of  document's  contents 


LABELING    what  if  your  boss  gives  you  a  printed  copy  of  a  document  you  typed  on  DECtype 
DOCU-    ^l^ree  months  ago?  You  are  asked  to  type  in  some  revisions.  Can  you  find  the 
MENTS    document  quickly? 
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You  could  find  the  document  quickly  and  easily  if  you  knew  the  document  name. 


So.  to  save  yourself  a  lot  of  time  later,  include  the  document  name  inside  every 
document  you  type  You  cai.  make  this  information  part  of  the  letterhead  or  title  of 
your  document: 


Using  DECtype 

Lesson  1 

Overview  for  New  Users 


UTYPE1 


Or,  you  can  put  it  at  the  bottom  of  the  letter: 


Sincerely, 

Emmanuel     E.     Rosenthal. 
Virginia  City  Baseball  Club 


Manager 


EER:cm 
Memo15 


If  you  were  given  this  letter  with  changes  to  add,  you'd  look  at  the  bottom  line  and 
know  exactly  where  to  find  it 


VERSIONS  OF   fVlanagmg  your  documents  and  putting  retrieval  information  into  every  document 

DOCUMENTS   and  document  name  lets  you  cope  with  a  very  large  number  of  documents.  But 

many  of  your  documents  will  be  changing.   You   may  edit  and  revise  some 

documents  every  day.  So  as  well  as  keeping  track  of  the  number  of  documents,  you 

must  keep  track  of  the  changes. 


For  instance,  suppose  your  boss  gives  you  an  old  document  with  revisions  for  you 
to  type.  But  when  you  call  that  document  to  the  screen,  you  find  that  it's  not  the 
same  as  the  printed  copy  on  which  the  changes  were  made.  You've  made  different 
changes  since  that  printing. 


VERSION   Every  document  has  a  version  number  that  you  can  see  in  the  index   Recall  that 

NUMBER  every  time  you  edit  a  document,  even  if  only  to  examine  its  contents,  DECtype  adds 

one  to  the  version  number.  The  only  time  a  version  number  is  not  updated  is  when 

you  file  the  document  by  using  Gold  QUIT,  which  saves  the  document  as  it  was 

before  you  edited  It. 


The  version  number  is  like  a  fingerprint,  it  lets  you  exactly  identify  text.  A  unique 
document  name  points  to  only  one  document: 


UTYPE1 
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But  you  may  edit  this  document,  changing  the  text    It  you  also  know  the  version 
number,  you  know  exactly  what  text  you  are  talking  about: 


UTYPE1  V3 

The  edit  date  you  see  m  the  index  also  nelps  you  identify  text  It  shows  you  when 
you  last  edited  the  document,  unless  you  preserved  it  by  pressing  Gold  QUIT. 

Type  the  version  number  or  edit  date  on  printed  copies  of  a  document,  or  keep  it 
with  the  printed  document.  Then,  by  looking  in  the  index,  you  can  quickly  check 
whether  that  copy  is  the  latest  version  of  the  document. 


You  may  want  to  write  a  change  history  for  documents  that  change  Tiequently.  The 
change  history  may  be  the  last  page  or  two  of  the  document,  or  you  may  keep  it  in  a 
separate  document  Every  time  you  edit  the  document,  add  to  the  change  history  a 
brief  statement  of  what  changed.  Then  if  someone  comes  to  you  with  an  old  version 
of  the  document,  you  can  do  more  than  prove  that  their  version  is  old;  you  can  tell 
them  what  changes  they  have  missed. 


CHECKPOINTED 


CTS-300  USERS  ONLY 

Usually  you  have  only  one  version  of 
a  document.  For  instance,  if  you  edit 
version  15  of  a  document,  producing 
version  16.  version  15  is  lost  forever. 
Sometimes,  however,  it's  important 
to  save  old  versions  of  documents. 
For  instance,  you  may  be  typing  a 
project  plan.  Although  you  edit  the 
document  every  week,  you  want  to 
save  the  document  as  it  was  on  May 
1st.  Another  reason  to  have  two 
copies  of  a  document  is  in  case  you 
accidentally  erase  or  damage  one. 


RSX  OR  VAX/VMS  USERS 

DECtype  maintains  only  one  copy  of 
a  document  at  one  time.  When  you 
edit  a  document,  the  previous  version 
is  not  stored  within  DECtype,  (The 
previous  version  may  be  stored  in 
your  system  directory  Consult  your 
DECtype  fvlanager  about  this.) 

You  may  sometimes  want  to  save 
more  than  one  copy  of  a  document, 
to  show  how  a  document  stood  on  a 
certain  date,  or  just  to  keep  a  backup 
copy  of  your  document. 


You  can  store  more  than  one  version  of  a  document  by  copying  it  with  Gold  GET 
DOCMT.  Create  a  new  document  and  use  C  'd  GET  D0CIV1T  to  copy  the  document 
you  wish  to  save. 


When  you   have  several  copies  of  a  document  taken  at  different  dates,  it's 
especially  important  to  record  the  version  numbers  or  edit  dates  of  the  document. 


MASTER  COPY  The  copy  of  a  document  that  is  liable  to  be  changed  is  the  master  copy.  For 

instance,  you  may  be  keeping  a  copy  of  f"  -  project  plan  as  it  stood  on  March  1st. 
and  another  copy  that  has  corrections  froni  April  and  May.  Your  master  copy  is  the 
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copy  that  you  are  continuing  to  change  It's  important  that  there  be  only  one  master 
copy  of  a  document.  Do  not  edit  a  backup  copy  unless  you've  lost  the  master  copy. 
You  must  be  able  to  tell  which  document  IS  the  most  recent  version 

Suppose  you  make  a  copy  of  a  document  and  give  it  to  someone  else  Thai  person 
begins  ed.tmg  that  copy  as  you  are  editing  your  copy  It  will  soon  become  very  hard 
to  tell  vhat  information  is  where  It  may  be  impossible  to  prouuce  a  single  copy  ihat 
has  all  the  edits  you  want  Whenever  you're  working  with  a  document  that  changes 
frequently,  one  person  should  be  responsible  for  changes  to  the  document  That 
person  keeps  the  master  copy. 

If  you  make  a  copy  of  a  document  or  a  disk,  clearly  label  it  as  a  copy: 

BACKUP  OF  PROJPL  AS  OF  3/1/81 

MANAGING    On  diskette-based  systems  all  documents  are  stored  on  diskettes 

DISKETTES 

Each  user  should  have  their  own  diskettes  Documents.  UDKs,  library  and 
abbreviation  documents,  and  many  other  things  are  stored  on  document  diskettes. 
Each  user's  information  will  be  kept  separate  as  long  as  the  users  remove  their 
diskettes  when  they  are  finished  using  the  unit. 

Your  supply  of  diskettes  will  grow  as  you  continue  to  use  DECtype  You  may  have 
several  diskettes  for  each  project  on  which  youve  been  working.  You  need  a  filing 
technique  which  will  let  you  retrieve  any  diskette  quickly. 

Many  companies  sell  filing  systems  for  diskettes.  These  include  boxes,  carousels, 
and  cabinets.  If  you  buy  diskettes  from  DIGITAL,  you  can  build  a  filing  system 
around  the  boxes  in  which  the  diskettes  are  packaged. 

;'  No  matter  what  filing  equipment  you  use.  be  sure  to  name  each  diskette  File  your 
diskettes  in  alphabetical  or  numerical  order  by  their  names  Part  of  the  process  of 
finding  the  document  you  want  is  to  find  the  correct  diskette  Properly  filing  your 
diskettes  lets  you  do  this  quickly 

If  you  make  backup  copies  of  your  diskettes,  be  r^ure  to  clearly  label  them  as 
backups.  Never  do  any  work  on  backup  copies,  or  your  work  may  never  be  entered 
on  the  master  copy. 

PRINTED   It  may  be  helpful  to  attach  to  each  diskette  a  list  of  the  documents  on  that  diskette. 
INDEX   A  printed  copy  of  the  diskette  s  index  document  is  useful  for  this  purpose   The  CI 
.  (Copy  Index)  option  produces  a  orintable  index  that  resembles  the  index  you  see  on 
the  screen 

QUICK    If  you  forget  some  of  the  things  you  learned  while  reading  Using  DECtype,  you  may 
REFERENCE    ^md  that  it's  more  efficient  to  refer  to  the  DECtype  Quick  Reference  Guide  or  the 

DECtype  Reference  Manual. 


12-6        Organizing  With  DECtype 


GLOSSARY 


When  a  word  appears  in  a  definition  in  italics,  thai  word  is  also  an 
entry  in  the  glossary  Looking  up  the  definition  of  the  word  in  italics 
will  help  you  understand  the  definition  you  were  reading. 


abbreviation  document 


advance 


align 


alphabetic 
application 

automatic 
automatic  pagination 


A  document  that  contains  frequently  typed  groups  of  words  or  short 
phrases,  each  having  a  two-character  abbreviation  Typing  the 
abbreviation  rriakes  DECtype  insert  the  corresponding  words  into 
the  document  being  edited. 

To  move  the  cursor  forward,  toward  (he  ond  of  the  docunr.  nt  The 
ADVANCE  key  moves  the  cursor  forward  one  character,  and 
makes  the  blue  keys  on  the  nini-keyboari.^  go  in  the  forward 
direction. 

(1)  To  line  up  text  in  a  particular  column.  Lines  of  text  which  all  start 
in  the  same  column  are  aligned  on  the  left  or  'eft-iustified:  lines 
which  all  end  m  the  same  column  are  aligned  on  the  right  or  right- 
justified. 

(2)  To  vertically  adjust  the  paper  in  the  printer  so  that  the  top  m-.e  of 
a  page  is  printed  in  ihe  correct  position  on  the  paper. 

A  letter. 

An  area  of  activity.  DECtype  is  a  word  processing  application 
on  your  computer  system. 

Any  action  DECtype  takes  without  assistance  from  the  user. 

A  print  setting  in  which  DECtype  automatically  divides  a  document 
into  pages  while  It  IS  printing. 


B 


back  up 


(1)  To  move  the  cursor  backward,  toward  the  start  of  the  document. 
The  BACK  UP  key  moves  the  cursor  backward  one  character  and 
makes  the  blue  keys  on  tho  rnini-keyboard  go  m  the  reverse 
direction. 

(2)  To  make  additional  copies  of  documents  or  software  for  safe 
keeping,  m  case  the  original  copy  is  inadvertantly  destroyed. 
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block 


A  quantity  of  storage  on  disks  and  diskettes  equivalent  to  abjui  500 
characters . 


bold 


Text  printed  extra  dark  The  BOLD  Key  marks  text  tc  br  printed 
extra  dark  DECtype  produces  boldface  by  having  the  printer  strike 
each  character  three  times 


bottom  margin 


break 


breaking  hyphen 


The  number  of  lines  between  ine  last  line  of  text  on  a  page  and  the 
bottom  edge  of  the  paper. 

(1)  To  end  a  printed  page  and  start  a  new  one. 

(2)  To  hyphenate  a  word  across  two  lines 

A  hyphen  (-)  used  to  join  words  which  may  be  divided  at  the  end  of 
a  line   Produced  by  pressing  Gold  PRINT  HYPH. 


capitalize 
carbon  ribbon 


carriage  return 


center 


center  point 


To  produce  UPPERCASE  (CAPITAL)  LETTERS  SUCH  AS  THESE 

A  type  of  printer  ribbon  which  may  be  used  only  once,  as  opposed 
to  a  cloth  ribbon  The  carbon  ribbon  produces  higher  print  quality 
than  a  cloth  ribbon,  but  when  all  the  ribbon  m  the  cartridge  has 
been  used  once,  the  cartridge  must  be  replaced 

An  invisible  character  which  forces  all  following  text  to  the  next 
line  DECtype  has  two  kinds  of  carriage  returns  word  wrap  return 
and  hard  return. 

To  position  a  hne  of  text  an  equal  distance  from  the  left  and  right 
marg.ns,  Specified  by  pressing  Gold  CENTR. 

The  position  around  which  text  is  to  be  centered,  Indicated  by  C  in 
a  ruler. 


• 


character 


cloth  ribbon 


(1)  A  single  letter,  digit,  or  symbol,  produced  by  typing  a  key  on  tne 
main  keyboard. 

(2)  Certain  other  invisible  markers  which  take  up  the  same  amount 
of  storage  space  m  a  document  as  a  single  letter,  digit,  or  symbol 

A  type  of  printer  ribbon  which  may  be  reused  many  times,  as 
opposed  to  a  carbon  nbbon 


column 


comment 


composite  character 


A  typing  position  on  the  display  screen 

Text  displayed  on  the  screen,  but  not  printed  vvith  the  document. 

A  printed  character  produced  by  striking  two  or  more  characters  on 
top  of  one  another   Produced  by  pressing  Gold  DEAD 
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compound  word 
continuous  form  paper 
copy 
create 


creation  date 


cursor 


Pl^ 


Two  or  more  words  jointnl  with  hyphens 

Fanfoid  paper 

To  make  a  duplicate  of  a  document,  diskette,  or  disk 

To  type  a  new  document,  giving  it  a  name  invoked  by  the  C  option 
from  the  Main  Menu. 

The  date  on  which  a  document  is  created  A  document  s  creation 
date  appears  tn  the  index. 

A  phnKing  pointer  showing  where  the  next  characlor  typed  will  ap- 
pear Your  terminal  may  show  the  cursor  as  an  underline  or  as  a 
rectangular  block, 

To  remove  a  piece  of  text  from  a  document  by  using  the  CUT  kty. 
The  text  ^s  placed  m  the  pasft>  buffer  and  can  be  reinserted  into  the 
document  using  the  PASTE  key.  Seepasre 


data 
dita  base 


data  processing 


date  and  time  stamp 


iecimal-aligneu  tab 


DECtype  Ma  ,.;y or 


default  storage  device 


Information,  especially  in  numeric  form. 

A  set  of  information  from  whicn  a  computer  generates  reports. 

mailing  lists,  and  so  on  The  hst  document  m  the  DECtype  List  Pro- 
cessing application  's  a  data  base 

The  application  m  which  a  computer  works  primarily  with  numerical 
information,  as  opposed  to  f^xt  DECtype  is  designed  to  run  con- 
currently with  data  processing  applications 

The  current  date  and  time  Pressing  Gold  DAfE&TlME  inserts  a 
time  stamp  into  the  document  boing  edited  (In  addition,  if  DECtype 
finds  \  d  in  the  header  or  footer  of  a  document  it  is  printing,  it 
substitutes  the  correct  date.) 

The  co'umn  where  the  decimal  point  m  a  number  will  be  aligned  as 
It  is  typed   Specified  by     "  in  a  ruler 

The  person  responsible  for  the  operation  of  DECtype. 

The  storage  device  assumed  by  DECtype  when  no  other  storage 
device  IS  spf   tfied. 
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delete 


digit 


diskette 


display 

display  a  ruler 

display  screen 
document 

document  destination 

document  disk(ette) 

document  name 


(1)  To  remove  a  character,  word,  line,  sentence,  or  other  portion  of 
text  from  a  document. 

(2)  To  remove  a  document  from  storage  on  a  disk  "or  diskette. 
One  of  the  characters  0  through  9. 

A  ngid.  flat,  circular  plate  about  the  size  of  a  33-1/3  rpm  record, 
permanently  housed  in  a  plastic  cartndge.  A  disk's  magnetic 
coating  lets  it  store  1500-1875  pages  of  text.  (Some  of  this  space 
may  be  used  instead  to  store  software.) 

A  flexible,  flat,  circular  plate  about  the  size  of  a  45  rpm  record, 
permanently  housed  m  a  black  paper  envelope.  A  diskette  s 
magnetic  coating  lets  it  store  100-125  pages  of  text.  (Some  of  this 
space  may  be  used  instead  to  store  software.) 

The  TV-like  screen  of  a  DECtype  terminal,  or  the  text  which  is 
shown  there. 

To  comma;. ^  DECtype  to  place  the  current  ruler  on  the  screen  and 
allow  Its  settings  to  be  changed.  Invoked  by  pressing  Gold  RULER. 

The  TV-like  screen  of  a  DECtype  terminal. 

The  units  in  which  text  is  stored  on  disk  or  diskette  One  document 
typically  contains  one  typing  job. 

Th  J!  name  of  the  printer  or  other  device  to  which  a  document  is  sent 
when  you  tell  DECtype  to  print  it. 

A  disk(ette)  which  contains  only  documents  and  other  stored 
information,  not  software. 

The  name  assigned  to  a  document  by  the  person  who  created  it. 
This  name  must  be  used  to  refer  to  the  document. 


DP 

draft  printer 

drive 


Abbreviation  tor  draft  printer. 

A  printer  which  produces  drafts  of  documents.  It  is  faster  than  the 
letter  quality  printer. 

The  device  which  holds  a  disk  or  diskette  so  that  DECtype  can  read 
and  write  text. 


edit 


To  bring  an  existing  document  to  the  screen  m  order  to  look  at  it, 
add  new  text,  delete  text,  or  make  other  changes.  Invoked  with  the 
E  option  from  the  Mam  Menu. 


• 
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Editor  Menu 


embed 


erase 


error  message 


A  menu,  invoked  by  typing  Gold  MENU  while  typing  or  editing  a 
document,  which  contains  the  Mam  Menu  options  you  can  use 
while  editing. 

To  place  a  ruler  (back)  into  a  document,  by  pressing  RETURN  after 
the  ruler  has  been  displayed  (and  edited). 

To  remove  the  character,  word,  line,  or  sentence  to  the  immediate 
left  of  the  cursor  by  pressing  the  RUB  CHAR  OUT.  RUB  WORD 
OUT,  Gold  RUB  LINE,  or  Gold  RUB  SENT  key. 

Text  displayed  by  DECtype  when  an  incorrect  response  is  typed  It 
explains  the  problem  and  indicates  what  to  do  next. 


fanfoiJ  paper 


field 


field  service  representative 


file 


floppy 
footer 

form  document 


A  long,  continuous  sheet  of  paper  whose  pages  are  separated  by 
perforations.  By  using  it,  lengthy  documents  can  be  printed  without 
having  to  manually  insert  individual  pages. 

The  basic  unit  of  information  in  a  record.  In  the  DECtype  List 
Processing  application,  a  field  looks  like  this: 

<zip>03054 

In  this  field,  the  field  name  is  "zip"  and  the  field  value  is  03054.  A 
record  consists  of  one  or  several  related  fields. 

The  DIGITAL  employee  who  is  responsible  for  preventing  and 
correcting  problems  in  your  computer  system. 

(1)  To  save  a  document  on  disk  or  dl^^?tte  for  future  use. 
Accomplished  by  typing  Gold  FILE  DOC^'  r  after  you  are  done 
typing  or  editing  the  document. 

(2)  A  document  created  by  Data  Processing. 
Diskette. 

Text  which  appears  in  {he  bottom  margin  of  printed  pages,  such  as 
a  document  title,  page  number,  or  date. 

In  the  DECtype  List  Processing  application,  the  document  which 
contains  text  to  be  printed.  It  also  shows  where  to  merge  variable 
information  from  the  list  document. 


gold  key 


The  key  which  activates  the  DECtype  functions  described  m  gold 
lettering  on  the  keyboard. 
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hard  return 


hardware 


header 

help 

highlight 
hyphen 


A  permanent  carriage  return,  inserted  by  pressing  RETURN. 
Compare  this  with  v/ord  wrap  return. 

The  equipment  in  a  computer  system.  (As  opposed  to  software, 
which  IS  the  computer  programs  that  make  it  do  word  processing, 
or  the  removable  media  on  which  software  and  text  are  stored.) 

Text  which  appears  in  the  fop  margin  of  printed  pages,  such  as  a 
document  title,  page  number,  or  date. 

The  DECtype  feature  which  displays  useful  information  on  the 
display  screen. 

To  center,  underline,  bold,  or  capitalize  text  in  a  document. 

The  character  "-",  used  (1)  at  the  end  of  a  line  to  divide  a  word  into 
two  parts  and  (2)  between  two  words  to  join  them  into  a  compound 
word.  DECtype  has  three  kinds  of  hyphens  breaking,  nonbreaking. 
and  invisible. 


hyphenate 


To  divide  a  word  into  two  parts  at  the  end  of  a  line,  putting  the  first 
part  with  a  hyphen  on  one  line  and  the  second  part  at  the  start  of 
the  next  line. 


index 


;,.     X  document 
Initialize 

Insert 

invisible  hyphen 


invoke 


A  display  showing  all  the  documents  stored  on  a  particular  storage 
area.  For  each  document,  the  index  shows  a  name.  size,  version 
number,  and  other  information. 

Documenf  containing  a  copy  of  the  index. 

To  reset  a  disk,  diskette,  or  system  to  its  original  state.  Initializing  a 
storage  device  erases  any  documents  which  were  stored  there. 

To  place  new  text  in  a  document. 

A  character  which  tells  DECtype  that  it  may  automatically 
hyphenate  a  word  if  it  is  placed  at  the  end  of  a  line.  Inserted  into  a 
word  by  typing  Gold  PRINT  HYPH  with  the  SHIFT  key  pressed. 

To  call  additional  features  or  displays  to  the  screen  by  selecting  an 
optio..  .rom  a  menu. 
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jump 


justify 


To  move  a  specific  number  of  pages  forward  or  backward  through 
the  text. 

To  print  a  document  with  an  even  right  margin.  If  J  appears  in  the 
ruler  instead  of  R.  DECtype  adds  space  between  words  so  that 
every  line  of  the  printed  document  ends  on  the  last  column  of  the 
right  margin. 


keyboard 


The  part  of  the  DECtype  terminal  on  which  instructions  and  text  are 
typed  Comprises  the  mam  keyboard  and  the  mini-keyboard. 


left  margin 


left-justified  tab 


letter 


letter  quality  printer 


library  document 


line 
line  level 

list  document 

List  Processing 


The  column  where  the  start  of  each  line  is  placed.  Indicated  by  L  (or 
certain  other  characters)  m  the  ruler. 

The  column  where  tabbed  text  is  to  begin,  indicated  by  T  m  the 
ruler. 

One  of  the  26  alphabetical  characters,  either  upper  case  or  lower 
case. 

The  printer  used  to  produce  final  copies  of  documents.  It  produces 
typing  comparable  in  quality  to  that  of  a  typewriter.  Often 
abbreviated  LQP 

A  document  containing  paragraphs  of  text,  with  a  name  for  each 
paragraph.  Whenever  the  name  is  used.  DECtype  automatically 
substitutes  the  corresponding  text  into  the  document  being  typed 
or  edited. 

The  text  displayed  between  a  left  margin  and  a  nght  margin. 

The  print  position  of  a  line  of  text  Subscnpts  are  printed  below  h  e 
level;  superscripts  are  printed  above  line  level. 

In  List  Processing,  the  document  containing  the  variable 
information  to  oe  merged  into  the  form  document. 

The  DECtype  application  whose  output  is  many  copies  of  a  form 
document  with  certain  information  changing  from  one  copy  to  the 
next.  List  Processing  is  typically  used  to  produce  personalized 
form  letters.  Invoked  by  typing  LP  from  the  Mam  Menu. 
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log  on 
LQP 


To  identity  one's  selt  to  a  computer  system. 
Letter  quality  printer. 


M 


main  keyboard 

Main  Menu 

media 
menu 

mini-keyboard 
modification  date 


The   larger   DECtype   keyboard,   which   looks   like   a   typewriter 
keyboard.  The  smaller  keyboard  is  called  the  mini-keyboard 

DECtype's  central  menu,  from  which  the  user  can  choose  to 
create,  edit,  or  print  a  document,  or  many  other  options. 

Disks  or  diskettes,  c    which  documents  and  software  are  stored. 

A  displayed  list  of  options  from  which  the  user  selects  an  action  to 
perform  by  typing  the  appropriate  command 

The  smaller  DECtype  keyboard,  containing  editing  keys. 

The  date  on  which  a  document  was  last  accessed 


NEW  PAGE  mark 


nonbreaking  hyphen 


non-DECtype  document 


number 


H 


A  character  which  forces  all  text  following  it  to  the  top  of  the  next 
printed  page  Inserted  by  typing  Gold  NEW  PAGE 

A  hyphen  used  to  join  two  words  which  must  not  be  divided  at  the 
end  of  a  line,   such  as  the  hyphens  in  a  telephone  number 
Produced  by  pressing  the  hyphen  key.  (A  breaking  hyphen  joining 
two  words  allows  DECtype  to  move  the  second  word  to  the  start  of 
the  next  line,  if  necessary.) 

A  document  created  with  an  editor  other  than  L)»=Ctype. 

One  or  more  digits  typed  together,  such  as  3,  25.  1979.  o.  567890 


page 

page  ending 


The  part  of  a  document  that  will  be  printed  on  one  sheet  of  paper. 

Anything  that  determines  where  one  page  ends  and  another 
begins/ See  page  marker,  NEW  PAGE  mark,  and  automatic 
pagination. 
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page  marker 


page  sue 


A  mark  in  a  document  indicating  that  following  text  will  be  printed 
on  a  new  page,  if  the  setting  AP  NO  is  used  in  the  Pnnt  Menu 
Inserted  by  pressing  Gold  PAGE  MARKER. 

A  Print  Menu  setting  stating  the  maximum  numoer  of  single- 
spaced  lines  of  text  which  could  fit  on  a  (nece  of  paper  For 
instance,  when  using  11 -inch  paper,  the  page  bize  is  66  tines,  since 
there  are  6  lines  to  the  inch. 


pagination 


paragraph 


paragraph  indent 


paragraph  marker 


password 


paste 


paste  area 


pitch 


print 


print  margin 


Print  Menu 


The  division  of  a  document  into  pages,  either  by  the  user  inserting 
PAGE  MARKERS  or  NEW  PAGE  marks,  or  by  DECtype 
automatically  inserting  them. 

Text  preceded  and  followed  by  either  (1)  two  or  more  hard  aturns 
or  {2)  a  paragraph  mark. 

The  column  in  which  DECtype  starts  the  first  word  after  a 
paragraph  marker.  Shown  by  P  in  the  ruler  If  there  is  no  P.  the 
paragraph  starts  at  the  left  margin. 

A  mark  which  indicates  'he  start  of  a  new  paragraph,  and  makes 
DECtype  indent  the  next  word  if  a  P  appears  in  the  ruler  Inserted 
by  pressing  Gold  PARA  MARKER. 

A  word  typed  during  the  log-on  procedure  but  not  seen  on  the 
screen   It  verifies  the  identity  of  the  user 

To  insert  the  contents  of  the  paste  area  into  the  document  being 
typed  or  edited  Accomplished  by  pressing  PASTE  The  user  must 
first  cut  text  into  the  paste  area 

The  storage  location  where  the  most  recently  cut  text  is  kept  Its 
contents  remain  unchanged  until  another  cut  is  made 

The  number  of  characters  printed  per  horizontal  mch  Typical 
settings  are  PI  10  and  PM  2. 

To  direct  DECtype  to  produce  a  printed  copy  of  a  document 
Invoked  with  the  P  option  from  the  Mam  Menu 

The  space  between  :he  left  edge  of  the  paper  and  the  left  margin  of 
a  document  Increasing  the  print  margin  makes  the  printed 
document  appear  farther  right  on  the  paper 

The  Menu  which  contains  the  print  settings,  invoked  by  typing  P 
from  the  Mam  Menu 


print  queue 
print  settings 


The  list  of  documents  waiting  to  be  printed- 

Settings  which  control  the  manner  m  which  a  document  is  printed, 
such  as  the  print  margin  and  pitch .  The  Print  Menu  lets  the  user  see 
and  change  these  settings 
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print  wheel 


printer 


prompt 


A  wheel  in  the  letter  quality  printer  which  produces  the  print  To 
print  a  character,  thi  printer  rotates  the  print  wheel  to  the  correct 
position  and  strikes  one  ot  its  spokes  with  a  hammer 

■^he  device  which  produces  a  paper  copy  of  a  document  DECtype 
rnay  have  draft  printers  and  letter  quality  printers 

A  displayed  message  indicating  what  to  do  next 


Q 


queue 
quit 


See  print  queu^'^. 

A  DECtype  command  to  ignore  all  edits  made  to  the  document 
Since  it  was  ast  tiled  Retains  the  document  as  it  was  Pefore  the 
current  editing  session    Accomplished  by  pressing  Gold  K 


R 


record 


A  group  of  related  fields  tn  a  list  document,  such  as 


replace 


right  margin 


rjght-justified  tab 


ruler 


c  name   -   John  Doe 
«    addr       P  0    Bo«  1 
<C«ty>    Merrimack 
<-  state      NM 
<.  up  '    03054 
<> 

These  five  fields  contain  information  on  a  particular  pe''Son 

marks  the  end  of  the  record 


<> 


To  make  DECtype  delete  selected  text  m  a  document  arc  '.n^'-  i  ^h^i 
text  m  the  pasfe  area  m  its  place  Invoked  by  pressmj;  G^'*"' 
REPLC. 

The  column  m  which  the  last  character  of  each  ime  may  appear. 
Indicated  by  R  or  J  m  the  ruler. 

A  column  m  which  tabbed  text  is  aligned  on  the  right  Indicated  by 
>  .  R,  or  J  in  the  ruler. 

The  marker  which  defines  the  rr.  gins.  .»..o3,  indents,  and  vertical 
line  spacing  of  all  text  followino  it  Any  number  of  rulers  may  be 
placed  ^n  a  document  The  current  ruler  s  settings  may  be 
examined  and  changed  by  pressing  Gold  RULER 


scroli 


To  move  forward  or  backward  through  a  document,  moving  text  up 
or  down  on  the  display  as  though  it  were  a  scroll  of  paper 
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search 


search  and  replace 


search  phrase 


select 


To  make  DECtype  find  a  particular  phrase  in  a  document  and  place 
the  cursor  at  its  start.  Invoked  by  pressing  Gold  SRCH. 

To  make  DECtype  find  a  phrase  in  a  document,  delete  the  phrase, 
and  insert  the  contents  of  the  paste  area. 

The  characters  or  words  for  which  DECtype  searches. 

To  put  an  invisible  select  mark  in  a  document,  by  pressing  SEL 


selected  text 


The  text  between  the  cursor  and  the  select  mark.  The  selected  text 
IS  highlighted  in  reverse  video. 


sentence 

soft  return 
software 

software  mstallation 
space 


Text  followed  by  a  period,  question  mark,  exclamation  point,  tab. 
hard  return,  page  marker,  or  NEW  PAGE  mark. 

See  word  \^rap  return . 

A  computer  program,  such  as  the  one  that  instructs  the  computer 
to  perform  word  processing  with  DECtype. 

Activities  the  Manager  performs  to  prepare  a  copy  of  the  DECtype 
software,  allowing  the  system  to  be  used  for  word  processing. 

The  blank  character  produced  by  pressing  the  space  bar    This 
character  remains  in  the  document  until  the  user  explicitly  deletes 


standard  ruler 


Stop  Print  Menu 


storage 


storage  device 


The  "-uler  senmgs  DECtype  puts  in  a  new  document,  namely,  the 
settings  saved  as  stored  ruler  0 

The  menu  which  contains  options  with  which  you  may  affect  the 
printing  of  your  documents.  You  may  also  view  \he print  queue  from 
this  menu. 

The  ability  of  DECtype  to  remember  typed  text  by  recording  it  on  a 
storage  device  so  that  it  doesn't  have  to  be  retyped  The  amount  of 
storage  on  a  device  indicates  the  amount  of  text  DECtype  can 
record  on  it 

A  place  where  documents  can  be  saved  for  later  use;  a  disk,  or 
diskette. 


stored  print  settings 


stored  ruler 


A  complete  set  of  print  settings  stored  for  later  use  A  document's 
print  settings  may  be  stored  under  a  number  from  0-9  by  using  the 
SS  option  in  the  Print  Menu:  stored  print  settings  may  be  recalled 
with  the  RS  opt'on  m  the  Print  Menu. 

Ruler  settings  saved  on  disk  or  diskette  A  stored  ruler  is  assigned 
a  number  from  0  to  9  and  can  be  retrieved  by  typing  its  number 
when  the  current  ruler  is  being  displayed. 
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subscript 


superscript 


swap 


system 


system  disk(ette) 
system  print  queue 


A  character  printed  one-half  line  below  line  level,  such  as  the 
number  2  in  H2O.  Invoked  by  pressing  Gold  SUB  SCRIPT  with  the 
cursor  over  the  character  to  be  made  into  a  subscript. 

A  character  pnnted  one-half  line  above  line  level,  such  as  the 
number  2  in:  e  =  mc^.  Invoked  by  pressing  Gold  SUPER  SCRIPT 
with  the  cursor  over  the  character  to  be  made  into  a  superscript. 

To  exchange  a  character  with  the  character  to  its  immediate  right, 
by  pressing  Gold   <>  (the  angle  bracket  key  on  the  minikeyboard). 

An  entire  computer  unit,  including  the  computer,  its  software,  and 
as  many  terminals,  printers,  storage  units,  and  other  devices  as  are 
under  its  control 

A  disk(ette)  which  contains  the  DECtype  software. 

The  list  of  documents  waiting  to  be  pnnted  on  a  printer  that  is  not 
connected  to  DECtype. 


tab 

tab  mark 

tab  position 

tabbed  text 
text 

text  size 

top  margin 


To  insert  a  tab  mark  in  a  document  and  move  the  cursor  forward  to 
the  next  tab  position,  by  pressing  the  TAB  kt/. 

An  invisible  character  which  forces  the  next  character  forward  to 
the  next  tab  position.  Inserted  by  pressing  the  TAB  key. 

One  of  the  locations  to  which  a  tab  mar:  may  move  text  Specified 
by  T.  W,  >  .  or  .  in  the  ruler. 

Text  typed  after  the  TAB  key  is  pressed. 

Visible  and  invisible  characters  forming  words  and  sentences  in  a 
document. 

The  number  of  tines  of  text  DECtype  will  put  on  a  page  Determined 
by  the  page  size,  top  margin,  and  bottom  margin. 

The  number  of  lines  between  the  top  edge  of  a  page  and  the  first 
line  of  text. 


y 


UDK 


User-defined  ^ey. 
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underline 
user  name 

user-defined  key 


To  highlight  text  by  pnntmg  a  line  under  it. 

The  name  assigned  to  a  user,  authorizing  the  user  to  work  with 
DECtype  or  the  computer  system. 

(DDK)  A  stored  sequence  of  keystrokes.  Each  user  has  ten  UDK's. 
numbered  0  through  9.  A  DDK  is  invoked  by  pressing  the  Gold  key. 
then  the  digit.  DECtype  acts  as  though  the  stored  keystrokes  had 
just  been  typed  at  the  keyboard.  A  UDK  is  defined  using  the  DK 
option  from  the  Mam  Menu. 


version  number 


view 


The  number  of  times  a  document  has  been  edited,  DECtype  adds  1 
to  a  document's  version  number  every  time  it  is  accessed. 

To  make  DECtype  display  text  in  a  way  which  shows  characters 
that  are  normally  invisible,  such  as  carriage  returns.  Invoked  by 
pressing  Gold  VIEW  while  editing  a  document. 


W 


wide  document 


wide  ruler 


word 


word  processmg  appljcation 


word  wrap 


word  wrap  indent 


word  wrap  return 


A  document  containing  a  wide  ruler. 

A  ruler  where  the  right  margin  (R  or  J)  is  set  beyond  column  80 

Groups  of  characters  separated  by  spaces,  hard  returns,  tabs, 
paragraph  marks,  page  markers,  or  NEW  PAGE  marks  Those 
punctuation  characters  are  considered  to  be  part  of  the  preceding 
word. 

A  computer  application  which  stores  text  and  makes  it  available  for 
editing  or  printing.  DIGITAL'S  DECtype  is  such  an  application. 

To  move  a  word  that  crosses  the  right  margin  to  the  start  of  the  next 
line  Since  DECtype  automatically  performs  word  wrap,  the  user 
does  not  have  to  press  RETURN  at  the  end  of  each  line. 

The  column  in  which  DECtype  aligns  the  word  following  a  word 
wrap  ret'jrn;  the  column  m  which  all  lines,  except  the  first  m  a 
paragraph,  begin.  Indicated  by  W  in  the  ruler.  (If  there  is  no  W, 
DECtype  aligns  each  word  at  the  left  margin.) 

The  carriage  return  DECtype  automatically  places  in  a  document  to 
accomplish  word  wrap  (also  called  a  soft  return). 
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INDEX 


Abbreviation  document,  11-2 
adding  to.  11-5 
creating,  11-2 

removing  abbreviations,  11-5 

using,  n-4 
Arrow  Keys,  2-14 
Automatic  pagination,  6-1 


B 


Bolding.  8-9 
C 

Capitalization,  8-2 

using  two-keystroke  commands.  8-3 

using  SEL  mark.  8-5 
Centering  text,  8-10 

using  PM  Print  Menu  setting,  4-8 

using  centering  point  ruler  setting.  8-11 

removing.  8-11 
Composite  character,  10-6 
Converting  inches  to  spaces.  4-11 
Copy  index,  3-20 

Creating  a  document.  2-6 
Cursor,  1-5 

moving  the.  2-13 
The  True  Cursor.  3-8 
CUT.  3-16 
backward.  3-19 
Gold  CUT.  5-24 


Delete  functions  (Com.) 

Gold  DEL  WORD,  3-7 

Un-deleting,  3-7 
Deleting  a  document,  3-21 
Demonstration  documents.  3-1 
Description  of  document,  2-6 

changing  a.  2-12 
Diskettes,  managing.  12-6 
Distance  keys.  2-13,  3-2 

ADVANCE.  2-13 

BACK  UP.  2-13 

LINE.  3-2 
Gold  LINE.  3-2 
PAGE.  3-3 
PARA.  3-3 
SENT,  3-2 
TAB  POS.  3-2 
WORD,  3-2 
<>   .3-3 
Documents 

back  up  copies  of.  12-6 

creating  a.  2-6 

deleting  a,  3-19 

descriptions,  2-6 

changina  description,  2-12 
editing  a,  2-1 1 

filing  a.  2-9 
labeling,  12-4 
naming  a.  2-5,  12-3 

changing  name.  3-19 

printing  a.  2-17, 
4-1  size. 

12-3  versions  of,  12-4 
wide.  10-8 


DATE  &TIME  key.  6-11 
DEAD  KEY.  10-6 
DECtype  Manager 

index  of,  2-11 
Default  storage  device.  2-4 
Delete  functions.  3-6 

DEL  CHAR.  3-6 

DEL  WORD.  3-6 

Gold  DEL  CHAR,  3-7 


Editing  a  document,  2-1 1 
Editor  Menu,  2-18 


Filing  a  document.  2-9 
Finished  using  DECtype,  3-23 
Footers.  6-9 
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GET  DOCMT.  3-18 

from  Manager's  index.  3-18 
Gold  key.  2-3 

Gold  ABBRV.  11-4 

Gold  ADVANCE.  3-4 

Gold  BACK  UP.  3-4 

Gold  BOLD.  8-11 

Gold  BOT  DOCMT,  3-4 

Gold  CENTR.  8-12 

Gold  CMND.  6-9 

GoldCONT  SRCH.  3-12 

Gold  CONT  SRCH  &  SEL,  10-9 

Gold  CUT.  5-23 
Gold  DATE  &  TIME.  6-11 
Gold  DEAD  KEY,  10-6 
Gold  DEL  CHAR.  3-7 
Gold  DEL  WORD.  3-7 
Gold  E(Equ  Calc).  7-3 
Gold  FILE  DOCMT.  2-9 
Gold  GET  DOCMT.  3-18 
Gold  H(Help).  3-1 
Gold  HALT.  3-1.  3-6 
Gold  HYPH  PULL.  10-4 

Gold  J  (Jump  Page).  3-4 

Gold  K(Quit).  3-22 

Gold  LIBRY,  11-7 

Gold  LINE,  3-2 

Gold  MENU.  2-3 

Gold  NEW  PAGE.  6-3 

Gold  0  (CIr  Calc),  7-2 

Gold  PAGE.  6-4 

Gold  PAGE  MARKER.  6-4 

Gold  PARA  MARKER.  5-22 

Gold  PASTE.  5-23  • 

Gold  PRINT  HYPH,  10-2 

Gold  (SHIFT)  PRINT  HYPH,  10-3 

Gold  REPLC.  10-10 
Gold  RUB  LINE,  2-7 
Gold  RUB  SENT,  2-7 
Gold  RULER.  5-2,  10-7 
Gold  S  (Sub  Caic),  7-3 
Gold  SPACE  BAR.  3-9 
Gold  SRCH.  3-10 
Gold  SUB  SCRIPT,  10-12 
Gold  SUPER  SCRIPT.  10-12 
Gold  TOP  DOCMT,  3-4 
Gold  UNDER  LINE,  8-7 


Gold  keys  (Cont.) 
Gold  VIEW,  2-16 
Gold  W  (Div  Calc),  7-4 
Gold  X  (Mult  Calc),  7-4 
Gold  Z  (/^1d  Calc),  7-2 
Gold    -^  (Beg  of  Line).  2-14 
Gold    -^  (End  of  Line),  2-14 
Gold    <>  (SWAP).  3-9 


m 


Half-line  spacing. 
.  with  EX,  4-5 

with  ruler  setting,  5-5,  10-10 
HALT.  3-6 
Headers,  6-9 

HELP  feature,  3-1  . 

Highlighting.  8-1 
bolding,  8-10 
capitalization,  8-2 
centering.  8-1 1 
removing.  8-5 
selected  text.  8-4 
two-keystroke  commands,  8-3 
underlining,  8-6 
Horizontal  shift    10-8 
Hyphenation.  10-1 
breaking  hyphen.  10-2 
HYPH  PULL,  10-4 
HYPH  PUSH.  10-3 
invisible 
hypnen,  10-3 

nonbreaKing  hyphen,  10-2 
removing,  10-4 
viewing  hyphens,  10-4 


I 


Indenting  text,  5-19 
Index.  2-9 

printed  copy  of.  3-20 

Manager's,  2-11. 

using  search  parameter,  2-1 1 
Invisible  characters.  2-15 


JUMP  PAGE,  3-4 
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Library  document,  1 1-5 
creating.  11-5 
inset  on,  1 1-8 
using.  11-7 
List  Processing.  9-1 
form  document.  9-11,  12.  13 

typing  field  names  in,  9-13 
list  document,  9-2 

fields.  9-5 

from  data  processing.  9-10 

records,  9-4 
output  document,  9-16 
overview,  9-1 
producing  tables,  9-18 
running.  9-14 

start  menu,  9-15 
stopping,  9-17 


M 


Mam  Menu,  2-1 

abbreviation  document.  11-2 

copy  index.  3-20 

create.  2-4 

delete.  3-19 

define  user  key.  11-7 

edit.  2-11 

finished.  3-23 

index.  2-9 

library  document,  11-5 

list  processing.  9-1 

print,  2-17   4-1 

stop  printer    4-13 
Manager's  index,  2-1 1 

abbreviation  document  on.  11-3 

get  document  from,  3-18 

library  document  on.  11-7 
Manual  pagination,  6-4 

how  to,  6-4 

repagmation.  6-6 
Mathematical  functions,  7-1 

addition,  7-2 

calculator,  7-2 

division,  7-4 

multiplication.  7-4 

negative      numbers,  7^5 

result.  7-3 


Mathmatical  functions  (Coni  ) 

subtraction    7-3 

valid  numbers  and  symbols,  7-1 
Menus 

Editor,  2-18 

Mam.  2  1 

Print,  2  18.  4-1 
Mini-keyboard  keys 

ADVANCE,  2-13 

BACK  UP,  2  13 

BOLD,  8  10 

CUT,  3-16 

DEL  CHAR.  3-6 

DEL  WORD,  3-6 

GOLD   2-3 

LINE,  3-2 

Gold  LINE    J-2 

PAGE.  3-3 

PARA.  3  3 

PASTE,  3-16 

SEL    3-15 

SENT   3-2 

TAB  POS.  3-2 

UNDER  LINE    8-6 

UPPER  CASE,  8-3 

WORD   3-2 

<     •  .  3-3   3  9 
Moving  text,  3-13 

between  documents.  3  18 


Naming  a  document.  2  5 

changing  name.  3-19 
NEW  PAGE  mark.  6-3 

removing   6-3 
Non-breaking  space,  3-9 
Non-DEClype  document.  3-2t 
Numbered  pages.  6-13 

0 

Overstnkmg,  10-5 
removing,  10-8 


PAGE  MARKERS,  6-4 
Pagination.  6-1 
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Pagination  (Cont.) 
automatic.  6-1 
manual,  6-4 
text  size  in,  6-2 
Paragraph  marker.  5-22.  12-1 
Passwords.  1-5 
PASTE.  3-16 
paste  area,  3-16,  10-9 
warnings  about,  3-17 
Print  control  commands   6-9 
footers,  6-9 
headers,  6-9 
keywords,  6-10 

bottom.  6-10 

comment   6-10 

re'-V  6-10,  6-14     ; 

top.  6-10 
numbered  pages,  6-13 
16  (print  date),  6-14 
/p  (page  number),  6-13 
Print  Menu,  2-18.  4-1 
changing  default  settings,  11-16 
changing  settings    4-2 
saving  (Storing)  settings.  11-15 

settings 

AP   6  1 

BM   4-8 

CP,  4-5 

DA,  4-6 

DD.  4-8 

EX.  4-6 

FR.  4-4   6-15 

IP,  6-15 

PI.  4-7 

PM,  4-8 

PS.  6-2 

RS,  11-15 

SE.  4-7 

SS,  11-15 

TO,  4-4.  6-rj 

TM,  4-8 
settings  reset.  4-5 
Print  Queue.  4-15 
Printers.  1-4 
resume  printing,  4-13 
stopping.  4-13 
Printing  a  document,  2-17 


Q 

QUIT.  3-22 

R 

Reset  numbering  command,  6-14 

to  a  specific  number.  6-16 
RETURN,  2-8   2-15 
Rewrapping.  3-9 
Rub  out  functions 
Gold  RUB  LINE,  2-7 
Gold  RUB  SENT    2-7 
RUB  CHAR  OUT.  2-3 
RUB  WORD  OUT    2  3 
Rulers   5-1 
centering  point  in.  8  1 1 
changing  default  settings.  11-13 
cutting  and  pasting,  5-23 
embedded  m  text,  5-6 
in  abbreviations  and  iibrarys.  1 1 -8 
removing,  5-8 

saving  (Storing)  settings    11-13 
setting      margins.  5-2,  5-5 

justified  right  margin.  5-10 

halt-line  margin  settings,  5-5.  10-13 
tab  stops.  5-10 

decimal-al'^ned   5-16 

paragraph  indent.  5-21 

problems  with,  5-14 

right-)ustified.  5-15 

right  margin  as  a.  5-19 

word  wrap  indent.  5  19 
vertical  spacing  with,  5-5 
wide,  10-8 


S 


Saving  (Storing)  rulers.  11  13 

using  a.  11-14 
Saving  (storing)      print  settings.  11  15 
rulers,  11-13 
text 

abbreviation  document,  11-2 
library  document.  1 1-5 
userde^ned  keys.  11-9 
Search.  3-10 
backward.  3-12 
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Search  (Cont.) 

cancelling.  3-11 

continue  search  and  select,  10-10 

continuing,  3-12 

repetition  of  using  UDK,  11-12 
replacement  phrase,  10-9 

search  phrase,  3-10 

search  and  replace,  10-9 
Search  parameter 

for  CI,  3-21 

fori,  2-11 
Selecting  text,  3-15,  8-4 

theSEL  mark,  3-15 

Search  and  SEL,  10-9 
Stop  Printer  Menu,  4-11 

new  page,  4-13 

resume  pnnting,  4-13 

stop  printing,  4-13 

pnnt  remainder  of  page,  4-13 

restart  a  paused  document.  4-13 

view  print  requests,  4-14 
the  print  queue,  4-15 

remove  a  pending  print  request,  4-14 

change  a  destination  device.  4-15 

defer  pending  pnnt  request.  4-15 

reactivate  print  request.  4-15 
Stopping 

motion,  3-5 

pnnter,  4-11 
Storage  devices,  2-4.  12-3 

default.  2-4 
Subscripting  &  Superscripting.  10-10 

half-line  spacing  for,  10-13 

reversing.  10-12 

viewing.  10-12 
Swapping  text.  3-9 
System  Print  Queue.  4-8 
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Underlining,  8-6 
User-defined  keys,  11-7 

changing,  11-9 

examining,  1 1-9 

restrictions  to,  11-12 

stopping.  1  i-12 

summary  of  commands.  11-12 
User  names,  1-5.  12-3 


VIEW.  2-16 
view  symbols.  2-16 
h/Dhens,  10-4 

W 

Wide  rulers.  10-8 
Word  Wrap.  2-8 
rewrapping,  3-9 


Tab.  2-15 
Terminal,  1-3 

keyboard.  1-3.  2-2 

video  screen.  1-3 
Text  size. 

changing  the.  6-8 

formula  to  determine.  6-2 
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USING  DECtype 
Order  No  AA-R125B-TK 
December  1983 


NOTE 


This  form  is  for  document  comments  only.   DIGITAL  will 
use  comments  submitted  on  this  form  at  the  company's 
discretion.   Problems  with  software  should  be  reported 
on  a  Software  Performance  Report  (SPR)  form.   I f  you 
require  a  written  reply  and  are  eliqible  to  receive 
one  under  SIR  service,  submit  your  con^ments  on  an  SPR 
form. 


Did  you  find  errors  in  this  manual?   If  so,  specify  by  page. 
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Did  you  find  this  manual  understandable,  usable,  and  well-organized? 
I  lease  make  suggestions  for  improvement. 


Is  there  sufficient  documentation  on  associated  system  program.s 
required  for  use  of  the  software  described  in  this  manual?   If  not, 
what  material  is  missing  and  where  should  it  be  placed? 


Please  indicate  the  type  of  user/reader  that  you  most  nearly  represent. 

fl  Assembly  language  programmer 

I  I  Higher-level  language  programmer 

I  I  Occasional  programmer  (experienced) 

n  User  with  little  programming  experience 

I  I  Student  programm.er 

\~]  Non-programmer  interested  in  computer  concepts  and  capabilities 


Name 


Date 


Organization 
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City 


State 


Zip  Code 
Country 
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